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I 

INTRODUCTION 



NEED FOR HANDBOOK 



New programs don't implement themselves * they need 
explariation; they require physical facilities; they involve 
orientation and training of staff; they rely on feedback 
from the fleld| and they need management and evaluation, 
A comprehensiva career information system la a new idea in 
most schools and agencies; uonaequently , a manageriientj in- 
service trainings and feedback system is needed. This 
handbook serves as a toul to assist school and agency staff - 
In implementing CIS, The first section of the handbook 
attempts to reflect what is known about the System and 
what has "worked" in various educational and agency aet::ings. 
The second section c^onsists of "recipes" from users for 
implementing the System in «:Ounsellng centers and class= 
rooms* We encourage you to send your. Ideas for similar 
Instructioncii materials to CIS (Office of the Director ^ 
247 Hendricks Hall, U of 0, Eugene 97403) so they can be 
included , / ' 



BACKGROUND OF CIS 



^ Although the concept of an information system that 
could effectively serve students and clients in a variety 
of Oregon settings was held by several educational and 
agency personnel prior to 1969^ it was not until that 
time that representatives from the Oregon Emproyment Division 
the State Department of Education* Oregon State University, 
the University of Oregon, and the Lam Intermediate Education 
District took concrete atepH to "get it together," lliey 
stlidied Infotm^itlon systems dGveloped in other parts of the 



1 



6 



2 



4 ' 

^ ; ' ' ' 

country. Their research and dlscuBsion led to a thorough 
review of system components and the feasibility of a 
career iuformation system Including such factors as informa-^ 
tion davalopments delivery devices, in-sarvlce training, 
location, staffing and resources for funding* 

Jy the spring of 1970, the group was determined to « 
establlah a Career Information System for the state* ^ey 
proposed that the Career Informtlon System be a model 
inter-agency consortium which would provide practical means * 
of direct access to current career and labor market inf^ma^ 
tion* The following goals were articulated i k 

Goala of CIS ■ # . 

1* Finance the formation of an Inter-i^gency Career 
Information System for the collection, packaging, and 
dissemluatlon of career information. 

2* Develop information in an array of media and 
formats reflecting differing needs of individuals and " 
resources of agencies* 

3* . Manage various information access systems* 

4p Provide systems engineering services to schools 
and social agenclas throughout the state. Such services 
would h^lp individual schools and agencies select appropri-- 
ate information and delivery components for a functioning 
system* 

5. Provide consultant services to help Individual 
schools and agency staff members integrate occupational 
information into ongoing instructional, planning and 
counseling functions. 

6. Provide pi^e^-servlce and in-service training 
opportunities for present dnd potential^ schoolB and 
agency staff. 

7. tVlald test organisational and financial arrange- 
ments of the diS program prior to exposure throughout the 
state. ^ ' , ^ 



1 




8, Evaluate the efficiency of tiie CIS operations 
and the effectiveness of the disseminated information in 
improving student and client career decisions* 

This group of representativea recognized that new and 
attractive delivery vehicles would be used, but that valid 
information content should be the real heart of the System, 
and effective implementation would be essential. 



Board of Directors 

Initial funding for the Career Information System 
was provided. in the fall of 1971 by the Jtenpower Administra^ 
tion of the U,S. Department of Labor. A Board of Directors 
was formed. Membership in this consortium is -by formal 
invitation and is extended to representatives from secondary 
and higher educational InstitutionSs social service agencies , 
CIS user agencies or other persons designated by the Board. 
Current CIS membership includes i community colleges^ inter- 
mediate education districts, local school districts, Oregon 
Employment Division ^ Oregon State Department of Education, 
and the Oregon State. System of Higher Education, Ihis Board 
meets to establish CIS policy, represents member institutions 
and fosters statewide cooperation and program development. 

During the sunmer of 1973| CIS received an additional 
grant from the Fund for the Improvement of Post-secondary 
Education to eKpand its educational component to include 
current information about Oregon training programs, institu-^ 
tions and schools. These new information files became 
operational in January, 1975. 

CIS, Staff . 

Thg CIS maintains a core staff, housed at the Univer- 
sity of Oregon, to maintain and foster use of the System, 
A staff of three to five researchers are continuously at 
work keeping the various labor market, education and train^- 
ing files current and accuratHT^~They-^incorporate new data 
in the computer within a weuk of its becoming public. In 
addition, they systematically review all files at least 
annually* In addition, CIS employs two field representa^ 
tives to work closely with Hchool, college and agency staffs 
Cor the most e f fectlve implcimentatton^^of the System, The 
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CIS Director and the Operations Onager provide management 
and backup support to the staff as well as handle Board 
coranunications. The staff organizational chart follows: 



Board of Directors 



Director 



I ^ — 

Information Development Operations 
Staff Manager 

I 

o 4- n 1 ^ Secretarial Staff 
Review Panels 



Students Aeeistants 



^ 

User Services 

Staff 



Regional & Local 
CIS Coordinators 



OVERVIEW OF THE SYSTEM 



HOW THE SYCTEM WORKS 



Machanlcally, the CIS Ls an Information system designed 
CO rapidly and efficiently diaseminate career information. 
CIS makeB extensive ubb of computeriized data that can be 
Qasily delivered on conmiand from a teletypewriter terminal. 

the present timej the System includes extensive labor 
market and occupational InforTnatlon about 231 carefully 
selected occupational fields defined to represent about 97 
percent of Oregon's labor market. It also describee all 
post--secondary training programs in the state as well as 
extensive Information on Oregon "i two- and four-year colleges 
technical/vocational, and proprietary schools, 

' In addition to the computer-based "^system, there 1^^= — -- 
needle-sort system utilising a traditional card, sorting 
process. Information files are supplied In book form as 
computer printouts^ thus the Occupational Needle=Sort 
System closely duplicates tlie process and ccmtant of the 
computerised version. - 

A user, student or client^ can begin at any point in 
the System, For example, h(A or she can first request a . - ^ 
description of any occupation by typing DESC and the fgfur'- 
digit code number for the occupation. The descrlptionf 
includes aptitudes and abilities needed^ as well as the 
number of persons currently employed locally in the occupa- 
tion ^ types of employers j employment prospects locally and 
nationally, and*SQurces of trailing. Or, a user can access 
one of the other files containing. current career information. 

For specific operating in'structloft^, lists of the 
various information files, and the QUEST^questionnalrep 
see the CIS User's Handbook, , 
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UBuy users new to the System begin use with the career 
^ exploratory queitionnalre (QUEST) where they etif-report 
their abilities, interests, and other preferences related 
to occupational requlrementa. The teletypewriter then 
.prints out a list of the occupational tit lei that correspond 
to his/her particular preferenceg. The user has a number 
of important options when using the list. He. or she can 
ask mY NOT " why a certain occupation 1 an" t listed, :me 
answer might be that the minimtm wage that the user stated 
as a preference on QUEST is so high that the occupation in 
question Is not a likely prospect for further exploration. 
If the user chooses ^ he or she can CHANGE answers and get 
new l|'sts. Or the user can ask for the DESC (occupstional 
description) of one or several of the occupations listed. 
Occupations and relevant training are linked in the PREP 
file; more specific information about programs of , study 
and individual schools is found in the PROG and SCH files. ^ 
Another option la to consult one of the reference. books 
(e.g., Qccupational Outlook Handbook) that accompany both 
the computerlEed and needie=-sort systems. In some areas, 
the usei can type In VISIT and the occupatibnal number to 
get the name of a person In the local coimnunity who has 
volunteered to talk with users of CIS about a gpeciflc 
occupation'^f fbrra^ira^-hand^ p ^ ...^ 

One of the mdBt satisfactory features of the System 
is its non-coercive nature. Tlie user provides the informa-- 
tlon on the' sorts of Jobs that he or she is Interested in 
and the criteria important to him or her. The Oystem 
merely uses those criteria in determining the Jobs which 
might be moot appropriate. Clearly ^ ich a system does 
not replace the nefed for counseling a, . aptitude testing, 
but it does make available career information which can be 
extremely useful to iridlviduals who are In the process of 
eKaraining their occupational and educational opportunities. 
Moreover^ it puts modern technology in the hands of students 
and clients s thus reducing some of the hesitance that some^ 
people feel about new technDloglcal systems. 
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SYSTEM COMPONENTS , 



Quest . 

The introductory statemapt of QUEST c^talns tfta instruc 
tions, necessary for a person to complete the questionnalra, 
^and enter h±s or her responses via the use of either a tele- 
type terminal or a nianually sorted ^deck of cards. The 
mechanics of QUEST are such that most students or clierita 
can operate it without much outside instruction or assist- 
ances-fraeing the couneeloV's time for interpretation and 
planning* 

The QUEST List of occupational titles^ Is tha product 
of the Individual user's configuration' of responses to the 
2^4 QUEST quastions which Include factors of physlcal<f llmit= 
ations, regional location and. city size pjeferences, amount 
of aducational preparation attainable, working conditions , 
aptitudes, interests^ and minimum acceptable salary* Quest- 
ions _ pertaining to phy&ical limitations, working conditions 
and aptitudes are based directly on the classification and 
relationships bf^tween worker, trait factors and occupations 
contained in the Dictionary of Occupational Titles / ^The 
rationale of the interest questions is based on the rela- 
' tionehips between- data-people-thlhgs and specific occupa- 
tions as eKpressed in the D.O.T. occupational classification; 
system. Standard labor market data sources are used for 
the factors of regional location, city siae, amount of edu- 
cation, and salary. ' ^ . ^ ^ . 

Processing logic retains all the occupations contained 
in the System except when a usar*a response is inconfiistent. 
with a critical factor to a particular occupation. If a^ 
person gives a consistent response, the occupation is re- 
tained. The user cAn respond to any question with "no 
preference'' or *'I don't know," thus effectively bypasaing 
the question and eliminating no occupations; Occupations 
are eliminated from a user's list only when he has responded^ 
to a question with a definitely inconsistent response, ani 
than only when that factor is critical to an occupation^ 
as determined ■from the D.G.T , worker trait and data-people- 
things ralationships and standard labor market sources. 
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o jBruca McKlnlay, Validity and Readability of the 
Occupational Information^ "QUEST" Quagtionnalra , UnlvarB- 
it?y 6 f Oregon, Eugene, Oregon 1971, pp* 27-28. , 

' ^ ^ Validity and Readability , p. 1-2, . - ' 

% - - " . ■ . . "i ■ 

T^Jerry Waick, Occupational Inforinatlon for Employment 

Service Goungallng: An Evaluation of , Occupational Informal 

Division ^ Of flces^ University of Oregon, Eugene, Oregbni 
1972, p. 16. ' 

^ yalldl ty and Readability , p. 34. . ' 



' v alidity and Readability of QUEST , The validity, of 
the qunstionnaire is a function of its readability and' ' 
the ability of the. user to ialf-'report , QTOST is not a 
test , "but an Instrument for recording information which 
is presumed to be known to t^e individual. Its validity, 
therefore, dapends upon its readability, upon the user's 
ability and willingness to answer the questions, and upon v 
the validity of the labor iparket and worker trait factors ^M"*- 
on which the individual questions are based, "^ The real 
criterion for evaluating QUEST Is not whether it predicts 
or measures, but whether it identifies some new pertinent 
occupations > * 

Extensive field testing in schools and social agencies 
has established the readability of the questionnaire for 
both dinadvantaged and non^dlsadvantaged clients, "Over? 
90% of the counselors and clients in various schools and 
agencies who tested. the System rated it easy or very easy* 

^^to use," c,In a/ihaj^^^ of OIAS in three state Empioy^ ' 

ment Sdrvlce offices in Portland involvirig 257 rl^ents, 
94% of the disadvantaged anH 96% of the nori-disadvantaged 

. clients tated the questionnaire easy to read ,'3 ^ 

In testing the .ability: and wlll^ o£ the user 

to self-report i there was 80% concurrence -between^-the ' 
Employment Service client ^s responses and counselor or 
GATE assessment^ of him, 

. ■ ■ ^ , s • ■ 

From. field tests, it is clear that QUEST does identify 
new, pertinent occupations. In the Churchill High School 
study^ 70% of the students who used the System reported that 
the list of occupational titles gave them some new occupa-- 
tlons that they would seriously consider for future 
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- work. A study in one junior high school, where students 
in a vocational exploration class who used the Syatem were 
compared to a matched group of students. who received no 
vocational instruction, showed a. statistically significant 
increase In the namber of occupatioris students were able. 
to list. Stifdents in .the class using the System were able 
to list 34 occupations, on the aveMge, while" students 
not in th^ class were able to list^only 21,- 

QUEST List. The relevance of the occupations on the 
QUEST^List and the length the lists has been evaluated 
specifically in tests In sc'^ols and social agencies, 
llie number of occupations remaining on user's lists aver- 
ages approximately 30* About two-thirds ^of user lists 
range between 5 ahd 40 occupations. Evaluation indicated 
that when a person's list was substantially shorter or. 
longer, it often stlmulafied the user to re^evaluate his 
or her preferences reported on the questionnaire . 

T^Jo features of the System are definite aids in this 
process. The computer program encourages the,: user to ask ' 
WHY NOT for a given occupation which was not on the list* 
It also allows the user to CHANGE-hls or her responses to 
' previous questions. The first results In listing the 
client's Response which eliminates a specif ic occupation, . / 
and the second allows a changed response to a prior question 

This tendency of users to re=eyaiuate their preferences 
points to a very important conclusion of the Portland Study: 
namely, that MQUEST waS creatively manipulated as a tool 
by the client rather than used in a rigidly mechanical 
fashion,"^ 'I^ere was also uvidence chat clients generally 
understand QUEST in the conLent of the occupational declsipn= 
making" process. "There was no evidence in the responses - 



, Bruce McKinlay and Danial Adams, Evaiuation of the ^ 
Occupational Inf ormation Access System as Used at "Churchill 
High School , Bureau of Governmental Research and Service, 
University of Oregon, Eugene, Oregon, 1971, p, 3, j ' 

^Leonard D, Adams and Lawrence K. Fowler, Vocational ^ 
CounselinR at the Junior High School Level. A Case Study ^ 
at Shasta Junior High Schoo 1 , Eugene, University of. Oregon, 
Eugene, Oregon, 1971, p, 3=6. ■ - 

^Portland , p. ] 7. ^ ^ 
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of clients to indicate that the list was reattlctive or 
taken too 'seriously. Evaluation Indlcatas that usage of 
the queationnalre md list .have an educative function which 
Increases' user awareheaa of ^^he oceupatlonal decision-* 
making proceaa I apart fromrthe occupatlonai inforaation it 
provldsa. The user becomes aware of how hla responees to 
questiona affect the range of occupations appearing on v 
his or her list ^for exploration and conaideratlonp 

Savings in ^counselor time are relatively small when 
QUEST use is completely monitored by a counaeLor, However , 
cpmplete counaelor monitoring Is riot required, ttoreoveri 
since It has been shown that System usage expands Wd 
enhanceo the occupational exploration and declaion-^maklng 
proceases, there are quality increasea as well as time 
savlnga, Ihe Portland study indicates that counaelors 
tend to take advantage of the Increased Information avail- 
able through the System which they would otherwise have 
foregone or obtained only by spending more time in 
information collection than they uaually' spend. ^ In a 
study comparing the System and. the conventlqna] ^ verbal 
dellyery of information in the Lane Comiunity College 
Counseling Center^ results indicated OIAS was at least 
as effective and definitely mpre efficient as an Informar 
Eion delivery system. AddiLlonally , the System was a much 
lesa expensive way, to obtain and' deliver occupational, 
information. "OIAS delivers occupational /Information of 
at least equal quality to the counseling center in approxi= 
mately ona-^half the tlBie per use, and at a cost of one- 
tenth or lesa'^bf the counseling center, "H Utilizing the 
System for information delivery provides a ^fartual basis 
for personal' decision-making &id frees counselors to help 
that process,^ . 



.^Po^tland, p. 18. ^ : ^ 

Spo^tland, p. / ^ 

lOtarry ^ynn Roaa* The Effectiveness of Two By sterna for 
Delivering Occupational Informatlbni X Comparative Analysis ^ 
Master s Thesis, University of Oregon, Eugene » Oregon 1971, 
pp. 83-84, , - ' 

IIlCC, p, 80, 
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Range of Effectiveness . In the various teats of the 
System, QUEST and XIST have been used both Indapendently ,^ 
and in conjunction yith a ^fcounselor ai part of the counsel- 
ing process. It has bean' demohitra tad to be effective 
under both conditions ^ and with widely varying types of' 
clieritSf -youth and adults, diaadvantaged. and^ nqn-disad- . 
vantaged, the unmotiyated and the highly motivated, bright 
and articulate college students and slow high school 
students, as well as people with some idea of their goals 
and those with no idea what they, want to dd. l2 in the 
Portland test, counselors reported that it/was not effective 
with severely disadvantaged clients with little or nrf ; . 
reading skills and with clients who were riot interested in 
making an occupational choice. It also appears that persons 
with very low abilities tend to become discouraged and 
probably need additional guidance to make a sound and satis- 
factory choice. These limitations help delineate the areas 
of this componen,t-s ef fectlvenesi and provide guidelines 
as to which clients should use the System. - 

As a result of extensive field testing and evaluation, 
numerous modifications of the QUEST questionnaire have been , 
made and the development of revised question^ is underway. , 
Because the System is new and dynaraiq, continued research 
and development is necessEry even though implementatioh 
into schools and social agencies .in the state is proceeding/ 
Undoubtedly some of the possibilities for refinement lie t 
in the, development of additional selection criteria and, 
operational formats. Aiternatives to the data-p€ople,-thlrigs 
questions in the present qudstionriaire are being studied. 
Aptitude and physical demand factors may be eKpanded to 
Include all those of the D.Q.T- ^?- Lastly, certain Items may 
be developed as strategy questions. Such questions could 
be designed to make explicit the high degree of choice on 
such factors as location, salary and amQunt of education 
a person Is willing to obtain, since, in an actual Job 
choice situation, most people are willing to make trade- 
offs between such factors, . . . 



■t^Bruce McKlnlay and Larry L.j Ross, Evaluation of 
Occupational Information Access System Use in Six PirbV 
Agencies , University of Oregon, Eugepe^ "Oregon, 1970^ p. 4, 
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Occupat/lonal Descriptions 

Of the aeven Information 4 componenta contained In the 
Systeoit the OCCroATIONAL DISCRIPTIONS have proved to be the 
moBtupopulB.T mnd valuable to most lusers* These concise, current - 
, 300-word descriptions are available for each of the occu-' 
patlqng prBsently in the System, ^ey describe the function 
of the occupation I related occupational types of employing 
establishmenti, working conditions » hiring requirements,^ 
pay, and employment outlook* , ' ■ ^ - ' ^ 

The user determines the oceupationar title iand its 
numerical code from his QUEST LIST or from the alphabetical 
listing of occupation^ contained in his user handbook, , 
When using the teletype-^ terminal, the user enters DESC 
followed by ^the occupational code number* The terminal 
responds by. prlntlrig out the description. , ■ - . ^ 

Occupational Printouts ^ For the needle--sort systemp 
the user locates the -descriptions by their code nutoers 
in a bound copy. ApproKlmately every six or seven months 
these descriptions ara **dumped" from a computer * reproduced, 
and bound in numerical order by occupational, cod^ number. 
Yearly subscriptions pto the Occupationar Ftintwt can 
y be ordered from CIS for any; area in; the s£ate where labor / 
.market research' has been completed, (See Appendix D) * 

-Attractiveness of Descriptions . The attMctiveness 
of these descrlptlohs to students is borne ofut by the Church- 
ill Higti School study^ "Virtually all user^. said the des- 
criptlons were fun to use, easy to understand, accurate and . - 
up-to-d.^te. Substantial mjorltles also said they related 
jobi to thei% personal interests * values ^ and abilities,. , 
and were complett* "^^ The great attractiveness of the 
Sys tarn "seems to be a reflection of the computer terminal -s 
attractiveness as an Information display device that presents/ 
only the Infortnatldh requested and provides a copy for the 
usff to take with him. The amount of time required for a 
description to print out (about three minutes) has bean 
criticized by some computer personnel and vocational educa-- 
tors as boring. Students do not widely agree, Both 

l^^t^mT^hti±~v^r-^ % ; — — -^ -^ - - ' - - — — 
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. high schooi students afid^a range of agencj: clienti are widely- 
sat lafied with the^coatent and forinat of' the acGUpational- 
. descriptions, ' , . . 

231 Occupationa Pregantly Included . / Ganerally, CIS has 
"attempted to provide occupational information at a lavel^of 
datail that is useful from a counsaling standpoint as wfell as 
feasible frDm^the standpoinr of data collac^ The Dictionary 

of Occupational Titles llats over 20,000 entries, but a brbadar^ 
grouping is more usefuX for bccupational. exploration and mora 
consi^stent with the CIS* a ptasent research capability, There^ 
fore^ as a rasult of grouipingj a much sfaaller number of occupa- 
tional titles, 231 presantiy, can reasonably account for nearly 
all epiploymant in Oregon, Referancas to spicialties for each 
occupation are listed, along with their D.O.T . numbers, in the 
ocpupatiwial descriptions, New occupations- are added to the CIS|J 
deecription files periodically, as the staff becomes . aware of thfe^ 
special needs of users and flucJuatlons-Jin the-Oriigo^^ 
market, (See AppendiK^E for' a numerical list of oictipa^tions* ) 
. ' • . ' \' "■ . ' ^ , ■ " 

_ ^ . _ ■ » ^ \ ■ , ... 

.. IrLformaition Davelopment. j Accuracy ot^^ ta 

to measura; however, tjtia CIS., information devmlopment staff Mke^^^ 
every; attempt to reflect quality. In most instances, and 

-especially when Inf orm'ation^.ia highly Variable and difficult to^ 
validate, more than one source is used to develop the Infor^' ' 

■mation. Sources Inclmda standard publications from the Oregon. 

^= Employment Division >and natConal mariWwer data producing agencies 
unprocessed^data^from a^ vaTtety of s&ate. and national organlza* 
tions jpd-'^from Knowledgeable persons. This .latter source 
inclucles review panels *'comiy>sed of five tio sev^ per^sons for tlia 
exdminotion j^|id validation of each 'occupational description. 

The information is conbinuously updated as new data become . 
available. The result is that each occupation is eKaniined 
"systematioally at least oncc^- each year, . ' . 

Localised , ilnformafcion. Localisation of information is 
accomplishad"fc|itough sepa the Information items into ' 

^^-^two groups: information that varies among geographic areas " 
of the state (area specific: information) and tliat 'irtiich; doesn't 
(comnion information). Ciftrentlyj localised Information is 
available for the two largest labor markets in Oregon, the Port- 
land Md Eugene matropolltan areas, Cqos/Gurry counties on the ^ 
southwest coast,: Jackson, Jfjsephine & Douglas counties in Southern- 
Oregon, the Eastern ^a^t^^^f ihe .ptate, the Mid»Willametta Valley, 
and statewide .information. Statewide information will be used ^ 
provisionally in areas new to CIS until localized information can 
be developed. The. cost of developWg localized information ■ ' ^ 
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prohibits CIS from building such a file until financial 
support davelope In that local area* Generally^ this means 
a minimum 4^000 to 5,000 -^rtpna using the System In an 
area before the Information is localiEed* (S^e AppendiK D) 

Bibliography of . Occupational Books 

Users are referred to selected occupational bbqks which 
lhave additional information concerning particular occupations 
when they enter BIB and the occupational code number* T^e 
Dictionary of OceQpational Titles and the Occupational Outlo ok 
Handbook should be kept_near the computer terminal or needle-- 
sort deck for user reference *-/iOther material referred to in 
particular BIB flljas Include Information for ordering* 

Interested users way wish to order selected publications for 
their own use*' ^ J :^ 

Seventeen percent of the ^clients using the Bibliography 
.... . . of Qccupatlonal Books rated it the .most lhelpfal part ol theL^':.^^ 

System in the Portland test. 16 In the test at Churchir3f ^Hlgh 
School J 6 percent of System users rated It as the most* valuable 
Information component Although only a small proportion of 
clients used this information cpmponents client rating and 
counselor commeht^ indicate that it Is a worthwhile component ^ ' 
and should remain avatlable to that select porvlori of clients 
who find it helpful and are able' to use it, - 



V ISIT . 

f The primary function of the VISIT component is to provide 
personal contact between the System user ^ and a person who is 
Working in a particular occupation r thus giving the user the 
opportunity for personal^ discussion with someone in the occupa» 
tlon and for observation of his or her work sits. There often 
Is more than one name per occupation, giving the user some 
variety of locatloni firm and. occupational specialty , 



l^Poftland, ^p. 31. , 
' i^Churchlll, 18,. ^ 
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By entering .VISIT and the occupational code number ^ ' 
the user can get the name and pertinent Infomation of th(a 
person to visits Users working with the occupational needle- 
,sort system may find the name and pertinent infoririat ion of 
persons to visit on the card referritig to the particular, 
occupation. In Portland^ visits can be arranged by the . 
schools work-experience coordinator using the resources of 
IPAR, CIS will assist other areas in the state with the 
development of VISIT files and is presently doing so in 
the Southern Coast and Md--Willamette Valley areas* 

Wly 12 per^gnt of the users In the Churchill evalua-^ 
t ion made :.use of -She VISIT component. ^ However ^ one third-/ 
of the st^derirt;:^^ VISIT filW. rated it the most 

valuable fihfortaatipn compbrient.l? Terminal records and 
obBervatlons indicate that users access this inforraatlon ' 
far more often than they actually mke a vl It may ' 

take coufiselor or teacher encouragement to motivate students 
and clients to utlliEe ^this resource* - . ^ 

At the time of writirig, .a VISIT file Is ayailable only 
in the Lane County area Such information must be iocalized/ 
The Eugene, Springfield and Florence Rbtaty Clubs\. with the 
help^or the Lane Intermediate Educationi Dlitrlct^ undertook 
as a prp]jec't-_to e^ and ftiaintai'n names for users to visit 
in the area^^ Th^^tMe Iviyt^i eontalns names 

•of about 275 Individuals representing over 150 of the 231 
occupations 'in the System, This. same'TBthod-lcbu^^ easily 
duplicated in almost any patt' of the state. .^^^^^^---^^^^^ 

ChUBS . - . - . 

The CLUBS comporient provides CIS users with infocmation 
on how to contact Explorer posts and Junior Achievement clubs 
in the various areas of the stfate. Both programs give young . 
men and wamen an extended appbrtunlty to learn ^bout specific 
jobs frorn^people In an occupational field. 



^^diurchlll, p. 18. ^ ,/ 
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By entering CLUBS and a CIS occupational code^ the 
user can learn specific contact information related to 
the occupation* The file Includes the club's sponsor, / 
address^ the name and telephone number of a contact, arid 
a brief descripclon of the club's activities, 

/" , ■- ' . ' ' ' 

Preparation (PMIE) ' 

This^ Information file attempta to daecrlfce how people, 
prepare for each occupation in the System* Although for 
. some. occupat long fairly specific types of certificates or : 
^degrees are required, for many preparation la quite. ^ 
flexible i,^ When applicable to,: a specific occupation, the 
praparation stateTnent^may. Include neoessary skills to be 
developid* licensing^ requitemen^s;, education and/or 
experience requlremenlts, andx ^pis for employabilityV In 
addition, the PREP file contains recoramendationi for junior 
and senior high students about what High school subjects 
relate to their occupational interests, ^ In time, this PREP 
file may become one of the most valuable files to those using 
the System* - " ^ ■ / \ . 

To access preparatory information from the computer , the 
user need only type in PREP and the four digit accupatibnal 
code numbar* To access high school subjects, type PRIP and 
only the, first two dibits of the occupational number. With ' 
the needle-aort ,7 preparatory statemfents are Included following 
each of the::,ocbupat|.onal descriptions in the printouts titled 
Occupat ionai ^information . The high Jchool subjects, are found 
at. the beginning" of each oceupatlonal area in this same b6ok' 
of descriptionRi;^ ' ^" ' ^ 

Programs of Education, and Training (FROG) . \, 

The CIS educational research staff has Idantified 126 
kinds .of education and training programs in our state and a 
few. outside -Oregon, Each program file has ..a rather complete ' 
statement about its lengthy skills necessary to be success- 
ful In the program, coursework to be completed, and training, 
programs that are closely .related. In some instances, tips 
relating to tfdmissibility to a specific school's prbgram and 
speciar costs also are listed. 



The program file also gives the student or client a 
; complete list of. the schools, their locations and program 

title at each school. As a, part of the Occupational Needle- _ 
Sort System, this program iriformatlon comes in book form 
entltlfed Programs of Study and Tralhlng and accompanies the. 
cards and other books. With the computerized version, the 
user enters PROG and the three digit code number for the 
program information needed. At the and of the program atate» 
ment, the computer asks the user If a complete list of schools 
is wanted. The user /then has several options as to how much 
Information he or she desires^ ^ 

Schools (SCH) . ■ Once the. user has determined to ask for 
information about a ^particular college or training Iriatltutlon, 
he or she can Immediately access Information on any post- 
secondary institutlbn In the state. - The CIS staff has 
developed current school Information for a. variety of topics - 
(e.g., enrQllment, costs, financial aid procedures,. admis- 
sion, requirements, student enrollment, programs of study, etc,)* 

^ . . Pphool informatioi>^ accompanies the. needle-sort In the f^brm 

of two volumes, one listing Informatlan on two- and four-year 
colleges, and the other for? business and other technical/vbaa- 
. ' tiorial schools In the state. - / 

' ' " With Che computerized v^erslon, the user types In SCHiand 

the appropriate JFive digit number of the school or schools 
(option of three schools at one time)* The computer then/asks 
what Athe^user wants to know about, the schools; the user replies 
with the numbers corresponding to the various topics he or she / 
desires information about. An attractive feature of .the/com=' 
puter's delivery of this information is the imnediate comparison 
'\ of up * to three, schools at one time on as many as 64 irifo'rmatlon 

. ^ topics. ■ " . ' I ' ■ - 

Statistical Package (STATPG) : | ; 



The computerised version of fers a management report, that 
automacically keeps a record of system usage without monitoring 
people.,. Sinfply by typing In GET^*'STATPG (Return Key) Instead 
of usual GET^*CtS (Return Key) step as you log-on, the /teletype 
; terminal will respond with a record of use (e. g, , whatf com= " 
pqnents are being used, the most accessed occupations ,/ frequency 
of QUEST responses, what schools are'belng accessed, etc.) of 
the system yf or a particular school or agency setting./ This 
management record m^ay serve as excellent, data for a number ,rtf 
functlonsi (1) System evaluation; (2) curriculum ravlalon;' 
(3) ordering guidance mater Lais ; (4) establishing system 
usage: etc, - . ' ' ■' ' - • . 



STAFF DEVELOPMENT 



local; regional and statewide coordination 

Integral to the activation oi .any program or system is 
the selection of key people ^ to handle the necessary coordina- 
tion tasks. Starting either ClS's computerised version or the 
Occupational Needle-Sort System requires coordination by some- 
one in a school or agency whose interest and training complements 
career g^iidance. Most bftenj this person, is one of the school's 
or agency's counseling staff who has been assigned Tesponsibilitias 
in career planning. 

. ^ . - ,v .0 - 

R6le of the^ Local Coordiniftor ' ' , ' : 

Although the degree of responsibility may vary with" the 
following local cobrdinator - a activitiesj each is Important to 
the System's proper start and to its successful continuation. 
.The role of trie local CIS coordinator should Inclu^de the ^ following i 

i 

Develop a thorough familiarity of the System's 
(computer and/or needle-^sort version) ■ components ;^ 

2, Acquire an understanding of how these components 
work together as a system and how they can be used 

—r in various cbmbinations for many purposes (see . 
Standards For Use, Appendix C) . , 

3, '' Develop a plkm whereby the System can be made avail- 
• able most ef^C^ctively.;to serve the guidance needs 

of all studtints or clients for whom It is intended; . . 

. 4. Acquire an und'aTStandlng of the System's Standards 

For JJse^ ^ , ■ . 

5. Become familiar vith the System'.s materials, (l,e,, 
ustar- handbooks 5 occupational and education print- 
outs, ^tc) and how tn pbt^in adequ/itt Buppi los; 

U\ !)uv(.» I.O[) tliu tuipac I.ty -uiid Ht^t nHtciu Llic* Lfme to prc)- 
, . , vide both technics L ancj professlon/il n^'Hlstancu tu 

scat f and studehM on system ule^r ~ — ^ — ._ 
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7. Schedule and lead orientation for staff and 
students^ 

8. Communicate with CIS staff on, problems encountered 
in the use of the System and suggest Improvements | , . 

9. Assist with the necessary budgetary and invoicing 
procedures to financially support CIS,- 



Cadre Training L 

Oregon BihoolH Mfling C^S need trained^ geographically 
nc^cesHlblu people who wl I I i 

Inform area educators and the nublic. about CIS, 

Assist CIS staff with in-service training,' ' 

Assist CIS staff with th^ distribution of materials. 

Coordinate yearly &^erativ budgetary matters for 
CIS implementation . " 

kBBlBt CIS Staff with impiementation , tro'uble^shoocing, 
evaluation, and foLlow-up in schools. 

Give feedback to CES staff about system improvements. 



To, address these functions^ a cadre. of 40 regional support 
personnel,- including the 16 Oregon Regional Career Education 
Coordinators, will be selected during the sumner of 1976 arid 
trained during =the fall.. Criteria for^selection include maximum 
accessibility without trayel anH substitute staff ing restrictions 
ability to conduct ln--servlce training, and experience ^ with CIS. 



1 . 
2. 

. 3. 

^ 6. 
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WAYS TO INTRODUCE CIS 



The key to implementing the Career Information System 
effectively is a well organiaad staff development program* 
As a building coordinator you must be the CIS ealeeperaon and 
delivery person with the staff. To do so with the limitea 
amount of time you have is understandably diffiLcult and there- 
fore iti is recoTmnended that you recruit the asaistahce, of two 
or three key staff members and an adminiatratpr to plan and 
'implement as a conmittee a staff development program, 

, Inatitutional staffs are not alwaysr waiting for labor . 
market information with "open arms," However^ the current 
emphasis on career education , the career oriented workshops 
that are involving classroom teachers and the increased cateer 
-awareness of Che public- are- al^^^^^^ 

these attitudes. Interestingly^ the concept and the delivery 
devices of CIS have served to motivate staffs to get Involved 
wich current labor market information^ and relate this infor- 
mat ion to their. dally activities. The educational information 
is of considerable interest too, ' 

Staff Meetings . . / ^ 

It should not be overlooked that the guidance function is 
generally the responsibility of the entire staff, not^just the - 
counselors or some other designated group. ^For this reason, 
ways need to be sought to eKpose the entire staff to the. com- 
puter or the ri^edle-sort shortly after it is put "in operation, 
A most obvious and quite practical process is to demonstrate 
the System at a staff meeting or during part of a regularly 
scheduled meeting, CIS personnel have helped to conduct a 
numlier of thase meetings and rfecommend the following guidelines 

I. The length of the presentation should be short, 
' probably not more than 30 or 40 mrnutes. 
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. ' 2. Each staff member shourd be, given a CIS Uger -a Hand^ 
book - and asked to respond to the twenty-four QUEST 
questions and to identify thrfee oGCUp^tionQ lii which 
they have Iriterest. The staff may^algo. be asked to 
circle the educational programs and/or schools Un 
the handbook uhat they want inforpi4tloh about , The . 
^ ^ ' User^s Handbooks should be .coliected and taken to 

. ' the terminal and "BATCH''* 'proceased for each staff 
* I member. Aides can assist you In thlsj "batching" 

, process, ^ , / ^ 

Once the computer printout for each-Staff roember is 
' , .completed, check his/her 'list of occupations. If 

^ the list does not include the occupations thuy dden-- 

, / ^ ^ tlfied as having^ Liiterest to them^ ask the computer 

^ : . . "Why Not," Also □ccess occupations, educatlona] 

programs,., or ichooJ topics the staff membe^r has 
circled. If time tioes not permit,^ you may want to' 
^ xerox samples from eacli CnfbrmatUon, file to give 
= ■ ' them^'an idea of what kind of information is avall- 

; \ able in the System. ^ / ^ ■ > 

3, After ^ach staff person's printout is completed, -re- 
turn it personally ahd, explain the procesi. Many 
' ^ alternatives are ;avallable in returning the Informa- 

. ^ " tlon to staff members (e.g, ^ Individually ^ small 

groups, by department s^et'cV) , The critical factor > 
is to go over thoroughly the. QlfeST probess'ahd the 
^ types of inf ormatinnMncluded in the' System and to 

rehcourage staff to;lnte|rate its uae^lnto instruc- 
tion. This is also an.eKcellenC tlme^to Introduce 
s CIS "Recipes,^" describing how they can use the * 

System in choir instructional area (aeii page / 

, * Staff should be* apprised of the location of/ the' 

System and procedures fjbr Its use. While "bat- ^ 

' * / chlng'V the QUEST Im not the perfect way to Intro- 

^ ' duce staff to CIS^ , it will at least give them an 

^ early introduction.^ Your ultimate goalj however,.*^ 

" ' ^ should be to havi each person use the System per- 

" , sonally during the course of the year. 



*BATGH processing is a quick way to type a user'^s QUEST " 
- answers into the, co mputer , The process is _ j.niti^ated by typin g 
^ in "BATCH^ quest;" Studenjt 'use of "batchlni'*^ is generally not 

Authorized since It removes the, student from the interaction 

of the process. 



With" the needle^sort version, ask each staff mamher to 
fill out QUEST in their User/^s HandboQk , Then select one of 
the staff, possibly the administrator in charge ^ and proceed 
to take him or her through each question in front of the staff. 
Make cpE'ments about the funatlon of the System and introduce 
the staff to tha occupational and aducatlonal information. 

Fcliowing^ is a sample agenda for introducing CIS to 
staff in an in-^sarvice meeting i • ' ■ " 

SAMPLE AGENDA - ^ 

A, Introduction of coordinator ■ i^MINISTRATOR 

with ramarks of a4ininlstra-- 
_ tive commitment 

14. rntroductLon of CIS and ^ CIS COORDTNATOR ^ 

brief eKplanatinn of broad ^ 
objectives 

'y " _ = ~ i 

Complete ^QUEST by staff with CIS COOM)INATOR 

tha- computerized version or 
by asking the administrator 
to work through tha questionr " 
^ naira in front of staff with ■ 
V the needle-sort version* . . 



Total Time i 30 40 minutes 



Visits ■ ■ ■ ; , i 

Another, p^rgcass to reach .the stiiff, particularly a large onu, 
is for the System coordinator to visit" each department /Uq or she 
is not only able to make the prasentacionv more informal but . to 
respond to particular instructional or functlonai features of the. 
System as it applies. to that department* To iriustrate. If you are 
Calking with a group of math teachers about the System, mention the 
.logic in the QUEST process as well as how occupations are dropped ' 
out by the amount of arithmeticr ability self^-assassed by the users, ^ 
CIS "Recipes" related to math subject matter could be introduced 
and distributed at the same time. 
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A/ % 

Each Staff Member Shoufd- Use the System , ^ 

Memoranduras to staffs telling them about the System 
have been used too. However, it Is the actual use of the 
System by staff members that should be the^oal"~oF orien- 
tation. Nothing can replace a "hands-on" experience. 



WHAT THE GUIDANCE STAFF SHOULD KNOW 

"Standards For Use (see Appendix C,' page 4)," adDpted %y 
the CIS Board states- "In-service -training of staff is a- pre- 
requisite to the use of the System/ Effective use of the Sys- 
tem requires an understanding ofi System components, 
sources and use of Informationj mechanics of System use^ 
and diacussion of System applications within the particu- 
lar setting. Staff who will use or be responsible for the 
use of the System in Individual schools and agency offices 
must attend a training program which has been approved by 
' CIS J*. 

The following topics should be adequately discussed 
by CIS staff at all pre-servlce meetings with the guidance 
staff of all schools and agencies new to the System* 

Why a System ? 

There are many weak points in the delivery of occu- 
pational and educational information to iihdividuals plan- 
ning their careers but perhaps the most severe weakness is 
the almost total lack of efficient, functional, attractive 
systems by which unsophisticated^users can access comprehen- 
sible Information in forms ^ places , and times that. are appro- 
priate for them. It is an often neglected fact that infor- 
mation is of no effect unless it reaches decision makers , . yet 
individuals have had limited options for obtaining occupa= ' 
tional and ..educational information, they can try to see' 
a counselor ,^ if they are fortunate enough to have such services 
available; they can write to a profegsional or trade association 
for promotional literature; they can try. to choose a current and 
factual source from an lll-'etocked library; or they can forget V 
tile whole Informatlnn gathering CKerclse ns more trouble than 
Jt Is worth and a Imply "ask /jround* " The latter nptlon may 
In fact be tlic rattonni (*holcu'; Jn any casa, It 1h the pre- 
,d6m.lnant pattern, as many sludleH testiry* In nttc^mpLlng to 
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systematize the delivery of Information, CIS has given ex= 
plicit attention to both the information itself and, the 
vehicles by which it Is delivered. The necessary features^ 
of an information delivery syatem for career planning arei 

' • ' . ■* 

1. Make information easily accessibla to persons of 
varying ability and eKperlence. 

2. Provide a^means for Integrating occupational and 
educational information with clients* Interests 5. 
values^ and aptltudas, ^ " 

3. Display and/or deliver Information In an attrac- 
^ tlve manner. . \ ■ 

4. ^ Provide accurate and current Information; including 

a capacity fur, updntlng. 

5. Supply local as we] 1 as natlonaj data. 

6. Provide Information concerning a wide variety of 
occupational groups * ■ ' 

7. Include such specific information as* 



a « 


job duties 


b. 


work environment 


c , 


hiring and training requirements 


d. 


terms of emplQ3niient 


e , 


hours 


f . 


current labor market condition 




long range outlook 


h. 


education programs 


1, 


school and college environments 



8, Function efficiently^ ' 
System domponents . 

Chapter II, Overview of the System , provides, an adequate 
description of the components 'and brings out soTie of the sub- 
stantive research findings about each. Reference to this 
chapter should be used extensiveily In conducting pre-^service 
training of school and agency guidance staffs. 
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The fifth section of this handbook that focuses on 
laarning activities based on CIS may also be atllized as an 
informational resource for pre-servica training (see paee 
49). ^ . " t 

Location of System i 

The placement of the computer terminal or the Occupa- ; 
clonal Needle Sort System has proven to be one «f the impor- 
tant factors affecting System use. Although the most appro- 
priate location of the System must be determined by the schdol 
or agency^s, staff , the following considerations; should ^rove 
helpful I V , 

1, .Students and clients should have easy access to the 
terminal ot^ needle-sort , The most successfully used 
systems have been out where students can watch others 
accessing them, .hear the noise from the computer ter- 
nrinals, and genera] ly observe that the experience is 
both enjoyable and informative* \ - 

2, The* location shoulfi 'be convenient Tor asrilatance from 
the staff, A user may need epma assistance to get 
started using the System and when he/she Is flnlshech 
Several schools have trained students as aides to as- 
sist users, thus freeing staff for counseling and othe 
professional aativitles (see page 40). 

3, Computer terminals are often used to access other com- 
puter programs besides the computerized version* Some 
sphools utilize one terminal for math problem solving, 
simulation gamep, itudents* scheduling^ as well .as for 

■ ^ CIS Gomputerized- -version. Consequently, the^ terminal ' 
location may require a joint decision by several de--. 
partments for its best utilisation* ' 

4* Several schools have allowed students to take the 

Occupational Needlt^-Sort System home overnight , thus 
providing an opportunity for the entire family to en-^ 
gage In career ekpluratlon. This requires a 'Vheck- 
out" procedure. but has. proven v^ll worth the efrort 
InvuLved; Under the^ needle-sort rental agreement , CIS 
wLL^l roplac# materials that arc lost* , 

S^ t an d a r d s ^ Joy Use ) . . ' 

Any system has strengths and wefkneeses, ways it can be 
effectively used^and ways it. can be abused. The CIS Board of 
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Directors has established Stanaards For Use (ses AppendiK C) 
outlining the beat uses of the computerized and the Occupa= 
tional Heedle-Sort System, This set of "Standards" is In^ 
tended Xo help user schools and agencies understand the 
System and to plan uses of the SysteTO that, will ^complement 
other guidance and institutional activities. 

Service Agreements \ , 

A set of "Standards" accompanies each written agreement (see 
Appendix B) chat is estabiished between the user institution 
ror agency and, the CIS. This written agreeraenrt clarifies 
both the responsibilities of the CIS and those incurred by 
the user institution. Agreements are re-established each 
year and have served to Increase the staff's understanding of 
flnahcial commitment, In^servica training dates, and evalua- 
tion methods. It is recotaended that the school's or agertcy's 
^staff who ire directly working with the System be famlliat 
with both the "Standards" and the agreement. 

User 's Handbook 

.' In the use of both the Occupational Needle=Sort and com^ 
puterized system, the User's Handbook serves as the most avail 
able and reliable technical resource. The handbook contains 
the QUEST questionnaire, a complete list of the occupations, 
programs of training, and schools found in the, System^ and all 
necessary instructions for use of the System. 

The needle-sort handbook outlines on the top of page 9 
what the System's user must do in working his or her way 
through the needle--sort process. Students generally acquire 
_ ® ? _.skllJL s n e ed e d Jto^ s o r t t h e_ cajf d s,_ \^r y . Quickly, 
rn group settings, two or three students can work with .the ' 
needle-sort at one time. Thu person who has answered.the ques- 
tionnaire may be inserting the. needle through the appropriate 
holes while ^ another is picking up discarded occupations, study- 
ing th^em, and putting them back into the card box, CIS has 
found that persons often talk about the questions, call one' 
another attention to the discarded occupmtlpns and. discuss 
the. process. This interactlDn among the users working with 
the needle-sort appears to provide a good learning environment. 
After the person has selected several occupations which, in- ^ 
teresfc him or her ^ the ^^occupational cards direct them 
to read the appropriate occupational and educational 
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descriptions. Many schools have addad^-to the cards 
names of resource speakers ^ leaders of explorer posts and 
other occupational exploration resources available in their 
local area. ' 

^The handbook used with the computer provides mora tech- 
nical detail on the use of the computer. Students and cliants 
are given detailed instructions on page 24 on how to use the 
computer terminal. Experience has shorn that most students are 
perfectly capable of following these, computer terminal "log 
on" raathods correctly and quickly. After they are into the 
System^ the computer is progtanmaed to give the necessary In- 
structions for use. The instructions -on page 25 provide an 
additional listing of special messages or options open to the 
user. It Is helpful if the user becomes famillir with tha^e 
special messages in the handbook so that he/she can use th^m 
while on the terminal, , 

Responsibility of Counselors 

The System- delivers Informatloni It does not counsel 
students and clients . It is not programied to ^eact to the 
user with a number of .counselor-type responses simulating a 
counseling Interview, Rather » it is programmed so the user 
can get occupationaJL and educational information in the amounts 
he or shiB desires, ■ 

An important part of the counselorB' responsibility Is^ to 
help with the Integration of the Systan. As an Ijiformation^ 
device i the System must become a fart of the Institution's plannad 
program for assistlng-.students and clients in their career decision 
making. Guidance and counseling goals should be articulated by^^ 

school-and- agency^ staff i^the^computerized and neadle-sort - systems 

are part of the activities that will be provided to accomplish 
these goals, . ' ^ ^ 

Counselors must provide initiative to bring a gMater 
awareness of career opportunities into the classroom. Teachers 
generally need incouragemeht to think creatively about methods ; 
for career information in their subject matter, / In more than 
one .school, the System has be(in an Important tool that "turns 
teachers'bn» " (See page 49^ 
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Help for the Guidance PrQcess ' ■■ . , . 

There is evidence, that the System i 

1, Hotivates studentg and clients to think about their 
omi preferences and relate those preferences to the 
world of ^ork* • 

Increases the user's, knowledge of occupations and - 
information about certain occupations; 

Provides students with information that they want 
to keep for future reference! 

Saves counselors time from researching the informa- 
tion themselvesj 

Increases the possibility of the counselor usirig more 

reliable occupational information in his or her coun- 
seiihg intervlewi and , 

6, Tends to introduce more crder into the occupational. 
declsion--inaking and counseling process. 

Publicity to Users 

, The best publicity device to promote the System Is a con- 
spicious location in the school or agency. Experience shows , 
that spectators become users* : 

Many approaches have been tried In Introducing the Systein, 
The school's newspaper or agency's house organ is often a key 
link to good communication to a wide variety of potential users. 
In agencies , demonstration's to HaWTpfovided^ ' 

motivation for Individuals to use the System, Notices on bulletin 
-boards and announcements ^ ove'r public . address systems also have f 
been^ effective,' . * 

In recent months, CIS has launched a substantial public, 
relations program aimed toward making the general public in Oregon 
more aware of the service. Numerous neWapapers and other media 
have carried articles or short news features about the System, 
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CAREER CENTER-S 



SECONDARY SCHOOL CAREER RESOURCE "CENTER 



What Is It ? ■ .. 

The Career Resource Center is a facility established 
within a school building In which all career information i 
accumulated for ,Btudetit J counselor and teacher use. 
Typically, ^the CRC is a large room or suite^ centrally 
located^ which is open for sttidant use of career matur^ 
ials. The Center is student oriented with physical arrangi 
ments such that individual exploration as well, as small 
group activities are readily encouraged. 

What Goes On ? ^ - . 

With the advent of Career Education as an influence 
on school curriculum and the recognition of the pivotal 
position of career development as a serious instructional 
concern, the Career JResource Center represents an attempt 
to centralize and bring to focus the people^ techniques" 
and materials necessary to implement new instructional 
strategies. To this end the CRC is modeled, essentially, 
after the learning center concepts which have grown out 
of recent efforts to Introduce flexibility into the 
administration and organisation of the public schools* 

- The Career Resource Center is, ^basically media oriented 
During th^ past several, years there has been a^ fantastic 
proliferation of career inaterials utilizing every, possible 
mode of communication, llie CRC is geared to convey informa 

[. tion and knowledge to students through the use of computer 
terminalp, films, fllmstrips^ cassettes, mlcrbfilms Simula- 

.tion gaming^ along with all the -traditionai forms^ -o^^ 
cations. Study carrels and quiet' lounge arias are ^ovided 
so that students may work individually or in small group's 
accpxdihg to their needs* Open access to the Center is 
essential. 
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In addition to the full range of media available, ^ ' 
the Career ResDurce Center is the "dehtral clearinghouse" 
for all career related activities within the school* CRC 
staff membara are charged with responsibility for locating 
and scheduling resource persons and organising field eKper-- 
iences. In some Centers^ staff members produce and package 
career related inatructional packets for teachers and others 
requiring this service. 

Center Staffing _^ 

The Career Resource Center ^ in mopt instances ^ is under ^ 
the supervision .of the school ^guidance department * Usually 
one person is designated director of the Center* Many Centers 
are the product of, and are goyerned by^ a schoolwide advisory 
committee. Differentiated staffing is almost a necessity. The 
following staff members laay be associated with the CRGi 

1., GuidancM specialists 

2, Career Development (or Education) specialist 

3. Work-study Coordlnatqrs ' 
_4. Placement specialists 

5. Guidance paraprofessionals - " 

6. Volunteer workers (studerits and adults) 

These people are responsible for duties specific to their 
particular designation but also are expected to contribute 
important information pertinent to field experiences, resource 
people and the general thrust of the Center * See the last 

part of this chapter (^age 40) for a sample program for training 
student aides in tha Implamentatibn of the' Career^^^^ 
System, .. . , ' 

Information Needs ■ ' 



Each of the staff members listed above have certain specific 
needs, with regard .to career information. Some will be concerned 
with exploratory ekperiences I others will require accurate^ 
up-to--datej local job market information for students about to 
graduate into the world of work. Still other staff parsons wili=^ 
be working with students seeking to confirm tentative career 
choices* , ^ ■ 

Teachers and guidance specialists will demand career 
information for use in classroom activities of various kinds. In 
short i occupational i educatinnalj social and personal information 
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. rerevant to the career decision'-maklng procesa is an essentia! 
resource in the schools today* The Career Resource Center is 
the keystone for all career related activities. 

Advantages of the Career Resource Center 

In most secondary schools guidande ari^ career materials 
can be found in. numerous places such as the. guidance office 
and /or the library. Access to these materials' Is frequently 
difficult for students and others needing career information. 
Priority given to the maintenance of career files is, usually 
low and attention given to 'keeping information relevant and 
up^to-date is frequently irragular* The CRG affords the- 
following advanrages ^^ith regard to. infornrntlon storage ^and 
retrijeval t , ' - 

1, Provides opportunity to bring together all career 
^ ' related materials in one central locationi 

2, Provides opportunity to organise all' career related ^ 
materials systematieally for more efficient use; 

3, CapltaliEes on the strengths of multi-media 
approaches to learning ; 

4, Provides optimum cotiditlons for selection . of 
career materials; 

5, Provides optimum conditions for use of materials 
with a broad range of school staf f * 

6* Brings into focus all career related services 
students will need fluring their school years; 

--^^ 7 ^--PtQv id&^ a focal pl;ice for conmiunity-resburces - 
\ and school, to meet; ' 

\ , ^ . / 

8 'X^ Provides optimum condi'tions for proper upkeep of 
■ /' ; ^^areer information;' . ^ 

' \ •= ' . ■ ^ '^^ ■ . ^ 

Figures X, 2 and 3 on pages 32»34 illustrate sample 
floorplana for^'ai Career Resource Center. ' 

• \ ' " ' ' . , 

\' . ' ■■ ■ ■■ ■ 
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Career Center Resource Lists 

Two extensive lists of .career resource materials have 
been prepared by Cathy Wllliama from Madison High School 
and Vickie Gardner from Hilleboro -High School. Each can 
be requested at no charge by writing tor \ 

Director of User Services 

Career Infarmation System . > 

247 Hendricks Hall ' / 

University of Oregon ^ 
Eugene, Oregon 97403; 
, (503) 686-3872, 
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CAREER CENTERS IN A COLLEGE SETtll^G 



Getting a Career Center Started / 

^ Comni^ment f rom a diverse , group of college per sofinel is 
the key to setting up^ a succeasfui Career Center. Career Cen-- 
terS' need support from members of the counseling and academic . 
staffs as well as from the administration. The reallzatipn by - 
decision makers among the professional staff that the majority 
of students in. Oregon colleges are career oriented and desire 
the information a Career Center pan't^ro^^lde should be the first 
step in getting a Career Center started* WitHolit this under- 
standing and commitment," the Career Center may h^ a 
lack of financial support , Inconsistency in management ^ and ; 
even mistrust of the motives of Career Center staff. =- 

Location of the Center ^ ' / ^ 

The right location Is most important in determining 
usage of the .Center, Several factors should be considered 
In finding the best locations \ — ^ 

1. The^ location should be easily accessible to college ' 
studentSj /staff^'and visltors^ from the cnimnunltyi 

2. It' should be close to heavy student traffic so. students 
can be^ attracted; . 

3. jThe location should appear casual. so people will feel 

comfortable about spending some time there and rt- ^ 
turning later. . ; = , t 

Experience indicates that finding the "right" location the 
first time is next to imposstble, but with some patience through 
a. trial and error period, a best location for the Career Center 
eventually materializes. 

Staffing a Career Center ^ 

Most college Career Centers have bean successful when Center 
staff members clearly understand the Center function, their func- 
tion,, within the Center j and their individual responsibilities. 

■ Althdugh a professional ffSTha staff should, be appointed 
to have overall responsibility for the Career Center, hiring a 
full-time paraprofesslonal to oversee its dally functions can be 
a very satisfactory arrangament, , 



Caraar Center ^araprofeslonala are membere of an emerging! 
occupation that premises a good future, ^ ample benefita, and bp- 
portunities for upward .mobility. Such persons should posaeat^ 
the ability to Work with. others^ interest in career develop- 
ment and informatlori, a degree of organizational abiiityj and 
flexibility in developing ^ and Implementing plans. Also impor- 
tant is the ability to train student aides and. support the 
work of assistants, " 

Materials in the Center ^ i ^ - 

/ Even with moral and financial support from the administra- 
tion, most college Career Centers have to operate on limited 
budgetB when acquiring supplies and materials. Gonsequently , 
the Center staff must be creative in utilising resources that 
already exist in the institution (printing, library, counseling 
supplies, etc) as well as in\ obtaining assistance from com^ 
munltyj state or national arganizations, . ^ 

Some basic reference mater^lals in addition to' a computer 
terminal to access CIS are: Occupational Outlook .Handbook (1976 
1977 ) arid: the Dictionary of Occupational Titles , Internal "mate- 
rials such as your college's catalogue,, printed departmental, 
brochures, and information on other centers such as study skills 
centers are essQntxal to. display. ^ 

Several college Career Centers have used large picture 
boards to help delineate the "Center Area,'^ Inlarged photo- 
graphs or pictures of people in various occupations or training ^ 
can narmally be produced at a CQllege 's^ graphic arts center or 
borrowed from commercial displays in. the conmunlty* Care should 
be taken, however, chat the pictures are representative of the 
contemporary work scene, which show women and minorities in non- 
traditionar oiccupations. See the last part of this chapter (page 
45) for some more ideas about how to attract attention to* yourr 
Career Center. * j 

Fu rniture and Center Arr^angem ents^ 

The Center staff may nued to do some experimenting wltii 
variety of tables ind shelving to create the casual atmosphere 
desired and to facilitatS^sa/ofjthe m terminal and oUior 



center Resources. One vary successful college Career Center- . 
found that round tables made It possible for students to 
gmther easily and talk with one another. 

Seating the user at the computer terminal facing away from 
traffic and obaer^rers tends to give him or her ^prlyacy and does 
not detract from what's happening betweeA the^ user and the in- 
teraction with the computer. In fact, ^ at one Center the staff 
moved the users ' seating around so^ that they faced the traffic 
and onlookers. Center staff found this arrangement inhibited . 
some users and significantly reduced use of the terminal . 

In the selection of what type of terminal'^^o install in 
your Center, care should be taken tp weigh the advantitges of 
^ each, TerTninals with lin^ printers (TTY :33 or TTX 38) am common 
because of low cost and taaintenance. In addition, they provide 
hard copy to the user so he or she can take away a complete 
record of the! information accessed from the terminal. The noise 
from these types^" howevet, may be a major consideration j da- * 
pending upon the setting of the Career Center,-^ Several Career 
Centers in Oregon have bul^t "cage" type facilities to par^^ 
tially enclose the> terminal to reduce, noise. It is interesting 
tp note that the noise generated from the line printer in these , 
machines does attract attention, and thus serves a promotional' 
function^ for the Center! ^ - i V , 

Quiet te^inals wi^h speed variations (CRT type or termi-. 
nals with thermal prlnters)\are availabl6 at slightly higher ^ 
^ Rental or purchase costs. Generally, m phone company rfepresentati 
or a private vendor of computer terminal equipment can asslst^ a 
Center ' s staff in selection. . . 

Working With the Counseling Staff / 

The college's couneellhg staff particularly those individ- 
^uals who assist their clientele with career decision making/ - 
should be closely involved in getting a Center started and re- 
fiTiing its functions as it develops. How^evers all counselors. ^ 
shquld be given periodic in-service training and encouraged to v 
refer r students to the services of the Center when it is appro- ^ 
priate/ " . =™ ,a ^ 

The Career Center 's paraprofpssioh^l staff can assist in 
keeping good communication flowing to counselors by referring^ . ' 
students fori counseling, providing printout a of information to 
counselors on request, and 'by telling couriaelors of specific 
students who have been asaisCed by the Center. 



The question uaually arises, "Is a profeaslonal . counsalor 
with full cr#dentlals always needed in the Career Center?" 
; ^ Experienced Center aides report that most students' problems 
are not "life and death*" The; aide can often listen to the 
rtudent and provide helpful information. Most students who 
visit a Career Center do not need the limnediate attention of 
counselors. However, \in situations where the need is apparent, 
^the process for direct refierrals should be established. 

Student Interface and the Computer Terminal 

Keep in mind that people using the terminal are not spphls-^ 
tlcated computer people and thferef ore need assistance In using ' 
the equipmeht. Experience indicates that most users are not 
likely Co seek help with the terminal when they need it p instead 
they either leave the system'withimsatisfactory results or 
blunder along with ^ a fair degree of frustration. The Center per- 
sonnel should provide the InLtlative in 'offering asslatflnce and 
GxpianaCion to the user. With some experlenGej Center personnel 
report that It becomes. rather easy to decide who does and does 
not need assistance.^ ^ * ' ' , i 

^ Several techniques have proven successful a£ college Career 
' Centers: . ^: . . ' ' ^ V \ ^ " ^. ■ ^ ^ 

1. Provide ample contact and orientation for the beginning 
- user. Log-on procedures and use- of, the CIS User's " 
Handbook need* explanation by the Center staff. 

■ 2. Leave those students alone .who do. riot seem to want ' 
.. .. assistance* However, it is important to hive aides 
easily accessible— lout in the open and. not hidden 
^ . in an office. ' ^ 

It iS; important to Home students to have someone avail- 
able who can .spend time talKing and provide rensfiurnmre : 

Publicity^ and Communications ' . 

Heav]^ usage of the .Carp.er Center and its resources can be 
attributed' in ^art to extensive publicity. Successful Center 
operations have contacted school and local cOTranunity jiewspapers 
and other media to let the public know what*s happening. Written 
.information about the functions of the Center distributed through- 
■\ out the campus and to institutional staff can, help. At one com^ 
munity college the' Career Center aide takes printouts of career ^ 
information to each departmeiit head and asks/for their comments 
and suggestio ns. This provides exposure to the, System and aasiats 
in the preparation of more "accurate Information/ " - - --- 



^ On most campuses^ there is a PR staff that is willing and 
able to assist with publicity and open channels of cofiHnunica- 

tion^" ■ - ' '- ^- ■ • " •/ ■ ^ ■ . ' , . ' 

Setting tip Caraer Centars at fairs and shopping centerB 
by several Oragon coimunity colleges has served to interest' 
great numbers of ; the adult public in the Career ihformatipn 
System as well as in specific community^'colleges (see pages 
47--48). Although these demonstrations have hot been , 
Extended longer than a week or two at any one time , several 
colleges ' administrators tiaVe considered providing pfcrraanent . 
public informaflon centfets that^include a career information 
component* By writing or contacting CIS staffs additional 
information (costs, staff ingy evaluation 
obtained about such community outreach' endeavors , 

TRAINING ASSISTANTS ' ' . 

* Selecting and training assistants for .the Career Center Is 
an impbrtant furiction of tha;^Canter staff. On most collage cam- 
puses, work=study studenta^ and possibly voluritaars are available 
These people can be trainad\to assist with the staffing of the' 
Caraer Center. High school students are always willing to help 
in such- a social service fiinctlori* - 

' Aides should be selectied for their availability, their 
/ability to work with people^ and their. Interest in assisting 
people with finding career information* 

. ■ X. \ . . ' . 

Training the aides might begin with asking each person to 
bacome familiar with each resource in the Center, espacially all 
components of CIS and the operatfion oi the computer terminal* 
One heaid of a Career Center, a paraprofessional, suggests the 
following steps in training student associates i 

1, Give the student a general overview of all resources 
in the Career Canter, ' 

2; Explain CIS and Its components fully ^ asking the aide 
to carefully study thf CIS User ' s Handbook . 

3, Ask the student aide to fill out . the QUEST question^ 
nalre, look at octupatibns, training programs, and 
schools , ' * : ' ' , . 
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4, ASBist the itudent' with log^in proc^^ ' 
computer terminal and acceaa to , CIS, It ia helpful 
^ to attach a set of operating instruetionk to the ' 
. terminal or in plain sight tor the aide and uaers 
: . of the System, ' - \. . ^ . - 

; Then assist them with understanding QUEST, its 
. operating instructlonss (i,e, , WHY NOT, CHMGE) , 
■ access to each of the information components, and 

how to log off; Encourage them to return to the I' - 
_ terminal for another 30 minutes to an ^hour of 

' eKp^rimentation* ^ * . . ' 

; ^ 5, A group follow-up session with^all^aides may 
very constructive. 

r' 6. It is important to stress thaf an aide should >tiot ' 
panic if a prphlem develppsfwith the terminal; r 
Instead, try and logicaldy' determine what may be 
' , wrong by reviewing operation steps, / 

7. Student aides should also become ; familiar with ref= ^ ^ 
^ er^als.f from and to the counseling staff, 

8, This Initial training process "may continue for sev- 
eral, wwka; After the training ia completed^ it is 

— a good idea to give the student aide a title ilk^' 

■■Career Center Associate, " - 

If aides are properly trained,; they can be :an effective tool 
in assisting while at the Center, but also in encouraging friends 
and acquaintances to use the Center, 

Occasionally, aides should be given a review of the Center »s 
function and asked to report on things they have been uncoihfortable 
with or have suggestions for ikprovement. Aides that. lose Interest 
in the job or have time conflicts may need to' be released. Tralninf 
new ones will no doubt become a continuous process throughout the 
school year, 

, Another approach to training student aides is presented in 
'recipe" format on the following two pages, . 
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TITLEl TMINING STUDENT .AIDES IN CIS i 'V'' • ■ 

; by Sue Taylor Highlartd Park Intermediate School . Beaverton^ Oregon ' 

OBJECTIVE^ To train student aides to Assist students in/ the use of CIS 
information files and the computer terminal, ' ■ . 



TIAAE* Two'' sessions - 1 hour each. 

Follow up sessions 15 to 30 minutes . ' 

MATERIALS & FA€lLIT!K 

' Cbmputer tern^nal and user number and password to acceBs CIS 

Papers ribbons and supplies supplied by in-^ computer facility 
; . Forms for follow up (sue following page) ■ . 

METHODOLOGY^ 

i i ■ ; - ... . 

Sessibn 1 (1 hour)' ' ' V ' . I . 

Familiarize aides with basic Qperatlon of computer terminal , log=in procedures, 
on-'line procedures. Ask each to log on to CIS program, v . . ^ ^ 

Run . each aide through' program* - ^ 

Familiarize aides with changing answers, WHY NOT^ asking for DESG,. PREPy PROG, ' 
SCH, XPLOR ^ BIB files. - . 

Session 2 (1 hour) - ' ' / « \ 

Assisting - The aides are asked what they wouid do in certain situations 
how they would guide others. Ask them .questions^ such bbi 

a* What if the student receives no occupations? 

b, What if the student receives 150 occupations? ^ / 

c* Have the aides encourage sttidents to ask for DESC, PREP, PROG, SCH, XPLOR fii 
BIB files. ; - ^ ■ " . 

d. Make sure the aides have , a knowledge of what questions limit the student's 
'Occupation choices* ' , - ^ 

e. Encourage- aides to be erithuslastlc, about the Job/they are doing and encourage 
others to use CIS. , . 

Follow-Up Sesslons^ \ ^ • ; . " / ■ ' ' . . 

Have each aide fill out short follow-up form on each student. Meet with the ♦ 

aides at the end of every day for the first/week to discuss the day's' activities. 

■This„cQUldLc0niiJuife_n u ntil vou feel the aide has a^ good rapport with ■ * 

the students. Meetings ctould then be decreased to once a week, 



' Developed, to help Implement CIS/ — teproducti on Rights Granttd 



Aider ^ ^ - 



Daitei 



ScudenC tlaine 



1. How many .occupations prlntad out? 



2, Which files did the student you wara assisting use? (Check the ones used.) 
' DESC - ■ . QUEST ^ '"-^ ' ^ / ^ ■ . : ' ^ 

PREP . BIB ^ ■ ^ ■ . " 



PROG ' ^ - WHY NOT 



SGH CHANGE 



XPLOR 



3* Comments on studnnt attitude toward programi 



4* General commence : 
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Career Wformatiori^ 



TITLE: , "WHTCH CAREER IS FOR.YOU?" 

by Vickie Gardner HiUsboro Senior High' School' Hillsb^^o, Oregon, 

OBJECTIVE; ; To attract uier's atcentlon to specific occupation 
as well as to the CIS terminal and/or needle-sort. ci.upacion 



TIAAE; Each arrangement could remain fir. a, month 



or more 




MATER ALS & FACILITIES NEEDED- occupational information and 
Program printouts - CIS User's Handbooks ^- CIS Terminal and/or Needle-Sort—' 

■DtaoSL " tacks, sclsiorsretc. - Miscellaneous^ 

pamphlets, etc. on careers, occupations &■ the world of work — Occupational 
posters such as those obtained from Chronicle Guidance Publishers Inc 
Moravia, New York. 13118 . . 'K- . 

METHODOLbGYi 

r. Place, bulletin board above' terminal or near nffeaie-sort materials 
2. Place occupational -posters, pamphlets, and . other ' vlsuar aTdi on the ' ' 
bulletin board. (Visual materials can, be geared to the level of your audience.) 
J. Use big, bold letters that say , , ■ 

"Which Career is for You?" , . . 

"After High School, What?" " l'... 

"College?" I. ' . ■ 

"Vocational' School?" ' ' ' 

"Military?" ' , ■ - , 

,"job?" ■ } J ■ ■. ' ■ = . 

4. Attract attention! You want to provide visual stimulation for users and 
thus encourflge use of the terminal or needle-sort materials. .^ . .^ 



~ ~ ' ■ -V - • ■ ■ ■ ■ ■ ■ / ■■■ ' ■ - - ■ . . .. _— '_ ■ 
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Career information Sydiem 



TITLE: ^ffiETiNG THE PUBLIC WITH 'OCCUPATIONAL AND EDUCATIONAL INFORMATION ' 

, by Paul Franklin , CIS , ' Eugene, Oregon ,V 



OBJiCTIVEi 

To introduce meraberi of the general public, ^ho normally do 
not have access to CIS and occupational and educational informtion, to the 
CIS Information files. . ' 



TIME: 



1 week 



ERIC 



MATERIALS & FACILITIES NEEDED- 



1) CIS computer terminal with 12»hour access to the program; 2) generous supply 
of CIS computer handbooks S brochures ; 3) coilege ' a or school's literature; 4). 
table and several chairs; 5) CIS occupational and educational' printouts (optional) 
6) resource ^ person (s) available, ; \ . 

METHODQLQGYi / 

Any coMnunity col,lege^r schooij dlstrlc^Mmay3^^^ • 
community by piaclng a computer terminal and counseling personnel (and/or 
paraprofesslonals) In shopping centers to make CIS available' to the public, - 
Past eKperienpa. with such actlyltles Indicates that people will use the terminals - 
^If the activity is' advertised ^and there Is sufficient staff to provide assistance 
tu CIS. users; The center should be set up. for at least a week In a particular 
Hhopplhg center. ' ' ' ^ ' ^ ' 

' Arrangements to. be made . _ / ./ 

1 . Each terminal must have Its own telephone line which needs to be 
ordered from the telephone company 3 to 4 weeks In advance (cost Is about ?• 
$60 for installation and line), . ^ 

2. Arrangements "should be made with the shopping dinter for a central iy 
located site. . * ^ 

3,. At least two terminals should be made avallable-for the endeavor. 
Terminals; can easily be Installed by someone from the sponsoring school or 
district. • • . ■ 

- 4. Newspaper articles, TV and radio spots should be run dn advance to 
publicise that counselors and CIS will be at the shopping center. 

5. Some type of booth should be set up at the center to formal ize the 
piresentatlpn. of CIS. 

6. Suf ficient coples of CIS .User 's Handbooks, other promotional material, . 
^nd\ln the^ cas4 of community colleges, admissions and financial aid Information, 
shoultj be on 'hand^ . . - . ' 

Ts. If the schocjl wtaheg^to muka n special uFfort to;gut pt^oplt' with physlc/jl 
hahdlccfps or with transportation problems to. attend, arrangements c^ould bci Mde 
for a special "phone number ^ to be publicised and someone at the school at that' 

appointments for people with these special ^ 



number could make a limited numbeV of 
Lems, \ / 
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bffiTHODOLOGY^ (continued) 

' ' " " """ «» " 

• Staffing the Canter , 
Ideally there should be one aide per terminal at the center to assist 
people In operation; one person to schedule people for use of CIS, since 
often there will be waiting lines; and at least one counselor to answer 
questions^ Ml personnel involved should be very familiar w£th CIS (how 
to access it, information available ^ etc*)* The center should be open 
as long as poasible each day. For additional Information * contact- John 
Clyde at CIS in Eugene (686^3872). 
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I ■ . . ' " ' g 

mTRODUCTION tO THE RECIPES : , ' 

\\ ' ^ ' . ^ ^ " "^^ \^ ■ ■"' 

During the several years that the Career Iriforraatlon SysJLem^ 
has been operatihg in schools and social agencies, word hWs ' 
gotten Wound at inservice training seisions and infomal yiaits 
that a lot of people out in the field are malng CIS in effective 
and thought-provoking ways* It seemad that a vehicle to facili- 
tate the\sharlng of these ^InriGvative practices was needed . a . ; 

^ To meet this need a .claas was sponsored by CIS spring quarter 
of 1975 In the Portland area and participants were asked to 
collect good ideas in thd use of the Career Inforimtion System 
from practitioners,. \These "recipes" were only the beginning and 
many havfe been added during 1975-76 - ' ■ . 

' . r " I r >'r^^ :"^ ■ ^ ^^^^ ■ r \> /-^ ■ ^ ' . 

"Recipes" in the context of the CIS implementation handbook' 
are simply instruction^ maturlals, apttvitles or^ to us^ 

In implementing the Career luf ormation ^System, TheUecipes, are;^ 
designed to give CIS users snme new Ideas for ways to get the- 
•^-^st out uf CIS in their school, college or agency. / ' 



mo 



HOW TO USE THE RECIPES 



Ori the foildMng paie. you will find a' Master Index that breaks 
Individual recipes into appropriate subject groupings. The recipes 
appear in order after each subject, heading.. ' ■. 

This year three major groups of\ recipes have been collected 
Into learning packages— Guidunce , Language Arts and Social Studies, 
■rrhesa materials are followed by shortar subject matter groupings: 
Science, Mathematics, Physic.il Education, Art, Personal. Vinanc'e , 
and, also new this year, the Career Clusters section. ' ' 

Located in Che Career Clusters section are recipes partalnlnB 
to Business, rnnustrlal Arts, Health, Child. Caru and Food Servlcefl. 

Look through, the reclpeH In all the sections.. You may find 
an Interesting classroom activity in another subject mnttor artwi 
that is related to, your specific area of interest. . . ' 
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^WE WOULD LIKE TO HEAR FROM YOU ^ 

CIS plans to publish another group of recipes to be added 
.to the handbook after the first. of the year. We encourage you 
to send us your ideas for innovative ways to use CIS, Tell 
your colleagues^ they may have some creative ideas on the sub je 
We have provided several blank recipe pages in the back of the. 
book (Appendix A) | feel free to reproduce extra copies and use 
-them to add recipes that your school or agency finds useful, 
.,^f^.you^7QUld^Xlke._t^^^^ ^ith_ other ^sers in the 

states send CIS a copy, and will try to include as many new 
recipes as we can. It probably will hot, be possible to repro= 
duce all recipes s but the entire file of recipes i,ubmitted by 
users will remain available at the. CIS of fide In Eugehen 
Send your recipes toi 

Office of the Director 
* Career Enformation System ' / 
247 Hendricks Hall - 
University of Oregon 
Eugene, Oregon 97403 
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GUIDANCE 



The fQliowing collactlon of CIS* instructional materiars or 
"recipes" has beenproMdad to aaslat teachers and counselors in 
helping students and clients with. thalr career information and 
decision-making needs. These materials may be of particular 
assietanca to junior and senior high 'school Guide Teachars, ' 



In thir section of materials^ Indlvlduala a^e helped to 
identify their aptitudes and pereohal preferences in an effort 
to heighten self^awarehess. Attempting to understand who and 
even what you are is essential when contempl^atlng job possibilities 



RECIPES 



1, 
2, 
3. 

5. 
6. 



Do You Want to Work with People? 
Learning Package 

What To" Be That Is The Quastlon 
Quick Wits . 

Using CIS with the Strong^Campbell 
What Shall I Do Now? 




Cmrmmr Information System 



Offics of Ihi Dircctof 

■147 Hmdfkfci Hill i«Te. j ' , ' 

^^^^iS!^, *CIS 18 presantly being used In nearly 400, schools, coUuros, and . 

(ioiM88.wz social agency settlngi in Oregon where career planning Is on-K«lng\ 
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Career infortnation System , No, i 



TITLE: DO YOU WANT TO WORK WITH PEOPLE? ^ 

by Marilyn Olson , Lane lED Eugene, Oragon 

submitted by Dick Sagara (CE)2 . Tlgard, Oregon 

OBJECTIVEl To allow Junior & senior high school students to examine 

how working with people may^or may not influence their job possibilitii 



ues , 



TIAAE: vl^2 class periods 

MATERIALS & FACILITIES NEEDED- 

CIS Needle-Sort 7 ' 

Worksheet (sample followa) 



METHODOLOGY: 

1, Students may workXl^divldually br in small groups, ^, ' 

2, Have the students answer question #19=23 = "Working With People" with 
^"NOT". Have Che students list the five most interesting jobs that fall out 
when they answer the questions with "NOT", . 

3, Have the students explain how each of the^ five jobs involve working 
with people, ^ . . - 

4, / Have the students list five jobs that are left on the needle/ 

5, Of the five jobs, have the students explain whether the person in that 
type^of job works mostly with things (machines) or Information (data). 

6, Of the ten jobs they have investigated, have the students choose ^e, ^ 
Does that job Involve working with people, data/ or things? ■ , 

7, A class discussion of the ways that various students feel about the 
issue of working with people might be interesting,. 



/. 
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Developed to help Irripletnent CIS — Reprbducti on Rights Granted 



NEEDLE-SORT/ CAREER MrARENESS MP ECTLOMTIOH Name 



What happens when you answer "not" to all the WORKING WITH PEOPLE questions? 
List 5 of the most interesting jobs that fall out for holes 4l=4S* 

a. • . - c> 

b. ■ d> 

. ■ ■ . a . ' ' " 

Tell how each job listed above involves work with peoples 

a. , _ _ -_ ^ ' " ^ ' . 

b , \ . " ' 



e * 






List 5 interastlng jobs 


still on your needle: 




u. 






b. 


' d. 





■ - a _ ■ 

For each, job just listed tall whether the person works mostly with thlng^ 
(machines) or inforination (data), 

a* t hiags data. , ^ . , 

b, things ^data . ^ 

c* things d aj^a .. ■ ■ ' . 

d. things . d ata 

'> 

e* things 3ata 

^. ^ ^ 

Circle the job listed any place on this page that intarests you most. 

Do you think you prefer working with people^ ^ data ^ or things 7 




Cat0or iriformstmri System 



No. ? 



TIT.LEj ■ LEARNING PACKAGE 

>• Neil Branson Mohawk High School Marcola School District 

OBJECTIVE: To use the CIS computer program iiv an effort to learn more 
about yourself in relation to the world of work. ' ' 



TIME: .Several days to a week depending upon the number of students involved. 

AAATERIALS & FACILITIES NEEDEDi CIS user s Handbooks 
Learning package (aample follows) — CIS Terminal -- 'tog-in iTnstructions \ 
from terminal — Dictronarles — Pelt pens — Occupational Outlook' Handbook — 
Access to library ■ ' ' 



METHODOLOGY^ 

1. Each student works through the learning package, following Che Instructions 



care 



2. The staff member needs to keep all the, materials and facilities available 
and the students informed about how to work through any problems they encounter. 



68 



Otveloped to help Implement CIS — Reproauctlon Rights Granted 



. - = ^ LEARNING PACKAGE 

The purpose of this "learning packaga ik to allow you to utilize the Career 
Information System computer program in an effort to learn more about yourself 
in relation to .the world of work. Through this program^ you will ba.exposad 
^to^^aome^p^Asible Q ^ ways to prepare 5 and institutions 

that of far -that praparatiori for amp loyment Ta any" plrf ^ 

choice. The program^s most important feature is exposing you to caraerSj 
to the concept of, preparation and to .the fact that there are many avenues 
to training. . ' 

With this packaga you are ^iven a Career Information System "User's Hand- 
bopk. " Thara i^il^^ in the Handbook 

that you will have to follow, (^.important attribute for gaining an 
keeping employment is the ability to fo^llow: Inatructions , ) You will follow 
tha Btapsj^^ln the package in the order they are presented. 

Before wa begin ^ ynu must realise that the Informatlonj and, the list of 
occupations that you receive^ and the entire benefit you gat from this 
program depends on ^what YOU put Into the. computer , - You con changa your 
Input at any- time. You can come back and do the program over and over 
(if time allows). There is no absolute truth or promlsas coming from this = . 
program. You will be given ideas. about what you might like or be able to 
do based on what you tell the computer, ' 

Do your work in pencil. so you can change your answers when you want to. 

1. Put your nama ' on this learning = package and on your User's Handbook, 

'2* =^Rfad page ] of your Handbook. ^ Which of these questions -are you most 
' interested in? , . ^ ^ ^ ^ " . / 

3* You are now going to fill out the QUIST quaationnaire* Turn to page 2 
in your Handbook. Read the inforn^tion on the. top of page 2, Ramemberj 
if y^bu do not know how to answer a question ^ seek help , The way you ' 
answer these questions will determine the type, of information you get 
back from the computer. Below are. helpful hints to some of; the questions 
^ae these hlrita/. they will help you in determining your ■ answers , READ . 
EACH qUESTION & RESPONSE CAREFULLY, " \ . / 



QUEST QUESTIONS 

Question W2, This means if you have very bad eyesight even WITH glasses, 
If you wear glasses but have good eyesight with them, your 
■= answer should ba NO. 



#2 ^ page 2' 



Question /M! 



The first rasponsa/is asking you If you will take a Job in = 
the county; not country (e.g., will you work only In Lane 
County? ) _ r.^--. / 



Question #7, Uee a dictionary. Look up thfe' word APPRENTICESHIP, Put 
the meaning o'i the word apprenticeship here 1 



Question #8. 



If you, can thread a needle ^ put small nuts and bolts to^ 
gether, pick up small objects^ t,ype well^ work with small 
things j then your answer should /be^ "Very Good; " Look up 
the word DEXTERITY, l^hat does /Finger Dexterity mean? 



Question #9 i Can you pick out errors, in yo^r typings find mistakes In^ ~ 
writing? If so, then answer/"Very Good." 

■ ■ ■ • - I ■ ■■■ " • 7 ■ ' ' . ' 

Question //II, Thi3 question is NOT asking /you about calculus , trigonom- 
■ etryr or even algebra,/ but ^about simple addition, subtract 
- tionj—multiplicatldh J and division. ^ '' - ■ ■ ' 

'■^ .^ -^ / rr- : . • :r-v— ■ 

Question if 12. ,Haye you been able to follbw the instructions so far? Do 
^ \ have to be told how to do things, many times? Can. you 

figure things out for yourself? ^ , 

QueBtlon #16, Look up che.wbrd ANALYZING. Put the definition here: 



Question //I7. .Look up/ the word LABORATORY, ■ Put ' the meaning down here: 



/ ^ 

What is counseling? Look 
the meaning down here:/ 


up 


the 


word 


COUNSELING 


and 


put' 


1 . M ■ ^ " """" ^ ^ ^ . • 


\ ' i ■ 
\ ■ 














What is bargaining? Look 
the meaning down here: 


up 


the 


word 


BARGAINING 


and 


put 





Question //21. Supervision meansr /(look it up) 



Remertberj teaching can 



mean\a lot more than being a high or grade school teacher. 
People teach skiing^ weLdlngj sewing, and many other things^ 
There\are many types o5 sehools besides grade and high 
schooll - f 



Quest Lon //22. Look up\ the word PERSUADrNG. It means*" 
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#2 -^page' 3 



4. Now you have finished QUESTJ' Go back oyer and read it once more /and check 
to make sure you circled the correct respQnsea, ' . , - , 

'5, On page 7 pf .your User ' s Handbook, answer the question "V^at occupations, 
are you now cQiisidering?" Write your answer here alsof 



YOU WILL FIND A LIST OF OCCUPATIONAL TITLES AND CODES BEGINNING ON PAGE 8 
- r - OF-YOUR HANDBOOK , - . _ „ ■ _^ 

6* You are getting WARM, Soon you will be. on the computer terminal. Before 
y you go to the terminal , you should review the inetructlons on how to 
"log-- in" J what things you can do while you are answaring the question^' 
naire^ and what things you can do after you have answered it. Turn to 
-page 24 of your Handbook to learn how to "log-in"', Logging-in only means 
./ to get the terminal ready to respond to you-and the information you ar^ 
giving it. Read the instructions on page 24 about "How to Use the Compute 
Terminal " carefully. Your instructor will. have additional instructions 
for your terminal,- ; 

Huml Lhu GENERAL PROGRAM LNSTRUCTIONS on page 24 and reread the instructions 
fur "Log-in" pronedures* Now take the foLlowing quiz. 



y . ^ ^ QUIZ ^ — . 

a. Type in _^ ' ; _^ if you want to go to the beginning of 

the program. . . " . 

b. The account number and password for our school is _ : 

c. If the program types in /'ILLEGAL ACCESS'*^ you must . . ' ^ 
d* When you are through with the computer^ you type in / 



Each time you havi typed a command on the terminal^ you must punch the 
\ ^ key to get the computer tb respond. 




7. Moving right along, you need to read the Instructions: to QUEST found on 

page 25. Read over these instructions. You will make use of "HOW MANY/' 7' 
\ .LIST s p^Y NOT, and posaibly BACK UP and CHANGE, NOW GET IT GOING , , . , 
you are. ready for the terminal. ' . . . . . 

A* Make arrangements to use the terminal, following the established 
procedures. ■ - ' - - . . ; , 



#2 \- Page 4 ' 



\ ^ "Log-'in", following cha instructions on page 24 of your "User's Hand^ 

\ ' book", > . 

\^ ^ C, You will type in QUEST and do the questionnaire. The terminal will 

\ ' ' tell you how to answer the questions. 



10. 



11 



Type in HOW MANY , after: questions 7, 15, 18, 20, & 23, 



8. Kt the 'eny^ of the questionnaire you" wiir he "told ho accupations^ri" 
.in your list, , ; 

9. If .you have a long list, then lopk over the answers to the questions in' 
your handbook. If there are some- marked NO PREFEKENCE, see if you can 
make a choice. Go through and make any changes in your book. Then type 
In.CHANGE and the terminal willlgive you instructions on how to change 
answers, ^fter you make the changes the terMnar willTteUTy 

. Qccupntions are on your list, type LtST to get a list. ^ 



Look over your list and then look back to page 7 of your handbook or on 
page 3 of this learning package and sue if any of the 'Occupations you 
listed there are not on your print=out. If there are any you were Inter- 
ested in and they were not in^ your print-out ^ type in WtlY NOT and phe 
.occupation code number. . The^computer will tell you why these occupations 
were eliminated from your list. If all your chosen occupations are on 
your list, then look on pages 8 to 13 of your handbook and find an occu^ 
patlon that you might be interested in which is not listed on your prlnt^ 
out/ Type in WHY .NOT and' the occupation's code number. 

Find the. part of the print-out where you typed in WHY NOT, The computer 
answered your request by giving you a list of questions and how you 
answered them. Because you. answered these questions the way you did, the 
job you asked WHY, NOT about was eliminated. Nov look at the questions 
In your 'handbook and see if you would changfe your answers If it would 
mean being able to be employed in that job. If it is about 'ability, would 
you g^i^in the needed ability?,, , If It 1h an interest, would the job make the 
inture^st more enjoyable? In the space that follows, write down the ques^ 
. tluri numbers and answers you would have to change, and the way you would . 
rhnhge thum to have the occupation ahnw up on your print-out: 
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. \ : /#2 - page 5 . 



12, Type CHANGE and follow the instructions for changing any answers you 

listed above. Then; type LIST, f You are going to be looking at your' llat 
and deciding what jobs sound interesting to you and which ones you would " 
^ ' like to find' ouc about. (You may want to type STOP and come-back later.) 

A, Undarline with a GREEN pen the. jobs you have heard about and that 
yoU;WOuld like to get some information about 5. or jobs that just sound 
interestina. . ^--^7^~~^^^^ 

B. Underline with a BL^ pen the jobs that you have never heard about. 

Underline with a YELLOW pen .the jobs you have never heard about and 
that sound interesting to you. 

" D. Underline with a RED pen the jobs that you think you would not like 

- . . --^ to=^do.-.at-iall, ^ ^ ' _ . i.l. _ _ . u ™- 



E, Now of all /the jobs that you think you would like to getVsome more 
information about * choose the one that Is most interesting to you* 
■ ' Also choose one of the jobs, that you would not like to doj or one 
chat you' know little about and are not really interested in. Under- 
line both of them with a BLACK pen. 

II. Now you have two occupations you are going to get some informatiori about . " 
For the one you marked as being least interesting or that you knew ^ 
' "Little about, (underlined in BLACK and RED ^ or YELLOW) * you need to wrlte^ 
the occupation and its code number in the space provided in part A of 
item 18 on page 6 of chis Icaarnin^ package. . ^ 

14. For the one that is most interesting to you^ (underlined in BL^CK and 
GREEN), you need towrlte in the occupation and its code number in the 
"space provided in item. 22, page 6 of this learning package* ' ^ 

15. Before you go to the computer terminal, you. need to get another piece of 
^ 1 Information . so you can move quickly through the program. Look on. page 

23 of your User's Handbook, There you -find listed a number of informal 
tion topics that the terminal contains^ for the list of schools . on pages 
19-22 of the Handbook. Choose topics in which you are interested for 
the schools that you might attend. For example ^ do you want /to know 
about cost? Then, put down code. 85, What about living quarters? Look 
at codes 80 to 84, Look them all over and choose the five that seem 
most impor\:ant to you. Now write those code numbers in question 21 'on 
p^ge 6 of this learning package, r ■ = - 

16. /Read 'all' Che "Instructions to INFO Files" on page 25 of your Handbook, 

ThLs Lb the type of information you can get from, the computer terminal. 

17. _ Miike arrangamends to use the c/omputer terminalj fcllowing the established 

prQcedures, . " , - 
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Log-in on the computer using the , same procedures as- the. first 'time. Look, 
back to page 3 of this iearning package for assistance, ' ' 

A. When the computer asks you what you want to do, type in DESC ■ ; \ 

You will be using this code number in this instruction (Instruction A) 
. and in instruction B, C, E & F which follow; You will use the first 
two digits of the code number In instruction D, 

.B.__When^the^=computer. is the description, type in BIB and the 

^. same code number from instruction A above. 

C. Next, you will type, in PREP and the same code number from Instruction 

A. • ■ / - 

D. Type in PREP and the FIRST TWO DIGITS for the code In instruction A, 

E. Now type in VISIT-and the occupation code number from Instruction A, 

F. This time, type in XPLOR and the same occupation code number, ^ ' 

, Now read the PREP statement Co see what types of Programs of Study and 
Training can. help .you get into' this .field. Type in PROG . When 

the computer is through with the inf^^rmatlon it has to give you, it will _ 
ask you if you want a list of schools. Type in YES, ' . 

ACter the , computer has told you. the schools, choose three of the schools 
that you want to get , moru information about . Their codes, are next to 
their nameH in the List that has, just been. printed, and on pages 19^22 
of your^^User ^/Handbook, Examples 2L113 SOUTHERN OREGON STATE. COLLEGE , 
ASHLAND, Ct is a five^digit numberl!! Now, type in SCH and those three 
school codes. Separate each school code with a coimna; You can type in 
FEWER THAN. THREE, but do not , type in MORE I THAN THREE. There is room on 
the paper for only three schools at^ a time. 

After you type in the school codes, the computer will print "WHAT DO YOU 
WANT TO KNOW ABOUT THE SCHOOL?" TYPE IN THESCHOdL TOPICS. (These are 
the ones you chose tearlier.)' . - ' 



Now you are going to get a description of the occupation Jrom your prints 
out that .you thought you would be most interested in. Type --in DESC 

Now yuu have some more information to work with away from the classroom. 
Type in HTOI*, and log^out of thu rnm[)iiter. Brln^ ynur prtnt-^ouL with you. 
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Now you are going to ■ work with the Information you . have received | from th^ 
cdmputer terminal. ' . ' . , | , 

24^. Read the description of the occupation that the computer gave you, . 

A, Underline with a YELLOW pen the things that you already knew about 
the occupation. - 

B, ^ Take a GREEN pen and underline the things that sound the;mOst inter-'- 

esting about the occupation* 

C, Use a RED pen to underline the things about the occupation that you 
* do non like, . ' / 

D- Is the Job like .you thought it would be? - 

E. Did you know this much about the occupation before you got the 
information? . - ' ^ | ■ ' / " 

F. Is the employment outlook very good for this occupation? ' 

^ ()> Is the salary one you could live on? ' , . 

25* Now read the bibliography that was given to you.\ It will be nGcessary to 
work with materials from the Jibraryj if one Is available* , 

A* First, get the O ccupational Qutlook Handbook and. find the Informa- 
tion for your occupation. Is the description In the Handbook like 
the ones the computer ternilnai gave? ' _ ^ 

B, If there are any other books listed In the bibliography, find them in 
the library. Look up. the information, that relates to the . occupation 
you__ are interested in and read it . . ^ 

C* Use the Card Catalog in the library and. see if there are any books In^ 

the IJbraty.that deal with your occupation* Write down the titles^ 
^ ■ authors j and copyright dates of the books i _ 



26, Examine the portion of the printout that you got when you typed in PREP 
and a two-digit number, l^^e a GREEN pen to underliue the high school 
subjects that you have taken^ a YELLOW pen to underline the. courses you 
arc going to takej and a RED pen to underline the' coiirses you are not- 
going to take or have not been offered to you. 

27, Working with this same Informntion, underline in GREEN any of the occupa^ 
tlniis, listed below the school subjects^ that sound interesting to you. 

, Sometime when there is time available on the computer, ^you can go back 
and 'get mure information about these jobs. . . 
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Look at the VISIT * file , chat was given to you on your printout Have you 
ever ylsited a business that hires people who do the type of work you an 
interested in? Would you like to make a visit? ^ 

If you answered yes on. this last question, see your instructor and tell, 
hirn you would like to make a visit, ' . 

.J 

For some occupations there are Explorer Troops that will help people get 
good information and training* Is there a local Explorer Troop for your 
occupation? ______ Have, you ever considered Joinirfg an Explorer 

Troop? ' " . 



The computer has given you soma information about the programs of study 
where you typed in PROG and a three-digit number. Look at this part and 
underline the type of training program you would like to go through with 
a GREEN pen. Underline anything that you dislike about the programs with' 
a RED pen. 

Now look at the list of schools you received that have training programs 
for the occupation yo.u are interested ■ in, . ^ ' 

A. Use a GREEN pen to underline the schools that, interest you* 

B. Use a RED pen to underline the schools that don't interest you at all, 

C. Use a GREEN pen to underline anything you like about the program at 
each school . - 

D. Use a RED pen to underline anything you dislike about the school 
programs , . . . 

Bulow this Lnformcitlon you have received more speuiric information about' 
tifruu tjr fiiwer schopLs^ that were in your printout:. Examine the /information 
that ytHi got from^ the topics yov chose. 

A, Underline any information that you like .about the schools with a 
GREEN pen. ' ^ 

B, Underline any information that might make you not want to go to that 
school in RED. 

Turn to page .23 of your User's Handbook and underline with GREEN any other 
school topics that you would like to get about these or any other schools ^ 
that appeared in your printout, . 

Now look at the description of the occupation that you were most inter- 
ested in. (Should be the last part of your printout), 

A. Undurlin^ In RED anything that you c|o nnt 1 i nbuiil Lht^ ufcup/i L I on . ' 

B. Did the duscriptinn of tht* otU'upaLlon tull ycju anythfrig LhaL ycju (lid ■ 
not already know about thu occupnLron? 



'Are you stlil very interested in this oacupatlon? 
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_NQW^lmj_you have gone through the computer system orica, you can use it to 
get an idea of wfiat~speclfl^~^ap 

to get a Job, . , . ^ f . ^_ 

35. Look again at the Handbook and the way you have answered the questions. 
Look at questions 8 through 12, If you have marked any of them with . 
anything but "Very Good" then circle the number of that question. 

36, Look at the question 13 through 23* If you have marked any of them with 
NOT J circle the number of that question, 

37. Go to the computer fbllowing the same, steps you did the first two times, 

38. Do the QUEST questionnaire again* This tlmej answer all the questions 
.the, same way except for those ones you have circles in your book, , 

Mswer quest lens 8 through. 12 with VEEY GOOD, And questions 13 through 
/23 with YES, AFTER QUEBTIONB IS , ; 18 , 20, and 23, type in "HOW MANY," 

39, ' At the end of the questionnaire, the computer terminal will tell you 

how many occupations are in your list. Do NOT get your list. Type 
in STOP and log-out of the computer terminal. Take the rrintout with 
you , 

40, Now we will compare the printout with the first one you got, 

. A, . How many' nccupations were in your list from the first time you went 

~- through the questionnaire? How many occupations are in 

this list? What is the difference in these two numbers? 



B, Compare the number of occupations after you typed in HOW M^Y, 



Question . 1st printout 2nd printout . difference 

15 ' ^ / . „ 



18 ' , . 

20 ____ 

Si 

13 



You can see from the difference' that the more abilities and interests you 
have, the more occupations are going to be open to you. This is the end of the 
package. You have- used almost every aspect of the terminal and know how to 
get any information that it has in it;^^lt is up to YOU to keep using. It! 



77 




Career Jnformaiion^ System 



No. 3 



TITLE: WHAT TO BE THAT IS THE QUESTION ' 

by Mike Wilson ' Ashland Junior High Ashland, Oregon ^ 

submitted by Vickia Gardner Hillsboro High School Hillsboro, Oregon 

OBJECTIVEl To acquaint junior or senior high students or adults with a 
logical problem-solving technique, specifically related to career decisions. 



: One week or more depending upon the quantity of resource materials 
available , ^ 

AAAtERIALS & FACILITIES NEEDED: Worksheets (samples on following 

pages) J- CIS Needle-sort deck 6r occupational InformaUon printouts or CIS 
Terminal — Dictionary of Occupational' Titles ~ Occupational Outlook Handbook — 
Job application forms — Application forms for Social Security number ~ other 
miscellaneous occupational inf ormatioh on hand ^ ^ 

METHODOLOGY^ 

1.. The worksheets are, distributed to the students (perhaps one at a time). 
.2, The teacher may wish to check the sheete as the, students complete them. 

3. The teacher will need to give introductory Information before several of " 
Che worksheets are attempted by the students. (eVg., data sheet, Interview 
procedure^ ^ Social Security number application) ' 

4, Upon completion of the worksheets, the studantemay compile them into a 
nutubuok' to be retained for future use. ^ / 
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Developed to help Implement CIS — Reproduction Rights Granted 



TITLE I 



Self Appraisal (A Beginning) ' ' , 

(This form may be used for re-appraisal also.) ' " ' . 

INTRODUCTION I • . ^ 

Do you really know much abcut your job skills and know-- " 
ledge , attitudes J and work habits? This activity will 

help you identify areas that need improvement. / ' ' " 

pBJECTiyEi 

Using the following formj you will perform a self " 
appraisal and identify areas which are in need of ^ 
improvement. . . ^ 

ACTIVITY^ ' ■ .... . , 

. . ■ . >■ : ■ ■ ' - i . 

Evaluate yourself as. a worker by using the following checklist.* Place a check 
(X) mark in the block which moat nearly describes your characteristics as a worker. 



QUALITY OF 
WORK raODUCED 


Vtfy poor 








. SllgHtly 
bolow 
itanderd 


i 


Aseaptabla 
qyallty 




Vary gMd 

... . 




iiceaptiofial 
. quality 
















WANTrry of 
WORK pnobucED 


Vtry low 








stightly 
undof / 
■yingo 




Sllghify 

ovar 
aviraga 




Wall ov«r 
avaraga < 




ixtramaly 
high 
















KNOWUEOQE OF 
JOfiSKiLLS 


AJmett 




Vtry 
flmlM 




Sofufwhat 




Fairly 
good 




Vary good 
praclleaMy 
all phataa 




ixeaptloaat 
knowiodga 
alt phaaaa 
















ATTmJDE AND 
TOOFtAATION 


trogble 




Fftqutntiy 
In trwbl« 




Alwayi 
hoidi 
baek 




Uaually 
o^paratti 




Navar holda 
back 




Aoily* 
^»opafa!lon 


* 














ATTiNDiWCi 


Iffigulaf 




Poor 




Slightly 
undar group 
avarags 




SItghfly 
over group 
avarags 




Wall 
ovar group 
fiMfaga 




'Alrnoat 
parttoi 
















INmATIVE 


Jew 




Rtqulrn 
eonttint 
uporvltlon 




Raqulraa 
frequant 
auparvlalon 




Somewhat 
raaoureaful 




Vary 
rMoyreaful 




inlramaly 
raaoureafyl, 
aalf'fillant 


Rf MARKS 


























































Rat#d by- ^ .„ 
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#3^ page '2 



Name 




TITLE I . ...^ - , 

I 

Job Interests"' ' 
INTRODUCTION: 

You can begin to understand 
the world of. work by identi- 
fying some occupati'onal . 
interest areas/ 

OBJECTIVE i , = 

To list at least 3 occupa- 
tional Interest, areas. 

RESOURCES I 

Needle-sort or Tarminai 
Dictionary of Occupational Titles 

ACTIVITY: / . ^ 

List at least 3 occupational areas in which you have an interest. 
(EKample: Photography) w 



OCC. # 



OCC. # 



OCC. # 



EKLC 
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' ' TITLEi ■ ■ 

Job Duties ^ 

INTRODUCTION' 

i\ You can learn more about jobs by 
^ studying the duties performed by 
workers, 

OBJECTIVE^ 

( ■ ■■ 

To list at laaat 5 duties performed 
by a worker in a job of your choice, 

RESOURCES I . ■ 

Occupat lona^l Outlook H.^ndbook 
CIS Occupational Descriptions 
l^eople. in the job area 
DlctLonary of Occupational Titles 

ACTIVITY I > : 

1* Write the name of the Job herei 



Name 




OCCJt 



2, List at least 5 duties performed by a worker In that job. 
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Name 



TITLE: ^ , , . - 

Praparation, Requirements 
INTRODUCTION I . 

People have dreams of jobs In which 
they would like to work, but many ^ 
times thay fail ;tb understand the 
training requirements- necessary to 
perform that job,^ This activity 
will help you to understand the 
requirements for the job of your 
choice* 

OBJECTIVE i ' ' 



sing appropriate resources, list 
the specific training raquira»- 
mants for a job of your choice. 



RESOURGES: ^ 
CIS PREP files 

Dictionary of Occupational Titles 
People In the job area 
Occupational Outlook Handbook 
Audio visuals ' J 




ACTI VtTY : 

Occupation Selactedi 
I . Age requlremant 



.OCCJf 



Education or training requirement 








Special aptitudes 




s 




Physical requirements 






i 



5, IMus'fS wliBrt' training may He' obtained 
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#3 - page 5 



Name 



TITLE r . ^ 

Things You Like Most oE Least 
INTRODUCTION I 

Your choica-of a job should be, in part, 
based upon your interests*^ -A worker 
intarasta"d In his job will have a better 
chance for success. Have you avar 
stopped to consider what you like to. do 
best? . ,\ 

OBJECTIVE: 

To write out those things you like the 
most and the least* 




/ 



RESOURCE: 
You! 

ACTI VfTY: 



List those^ things which you liked the most and the least about the 3 jobs 
you selected. ^ " 

J ■ ■ ' 



ij Occupation Selected 



OccJt 



2 , Occupation Selected 




JTMngs liked most 



Things liked least 



3* pccupation Saiacted 



83 



//3 ' page 6 



Name 



Personal Data Sheet , 

ACTIVITY: . 

Write out a personal data. sheet. 

Paid or Volunteer Work EKperlence Dates 



Ed uCjO 1 1 o n juici/ u r Train ing Dates 



' . ■ ; . Name '■ 

TITLE I ^ ' 

Job Application , ^ 

INTRODUCTION: - ' 

Most frequentl)* when a person interyiewa for a Job, a Job application blank is 
filled out,' Your chances of getting a job are" improved i the application is 
completed in a neat and accurate fashion. 

OBJECTIVE^ ' 

To =f=ll-l— o u t=a J^b^ p p ]J^cattan^b-lan k_as neat ly a nd, clearl yas possible* 

DIRECTIONS: 

Fill out the attached job application blank and hand it. in to your Instructor 
for evaluation. 



#3 ^ page 8 ' 
TITLE 

Preparing for a Job Intervi 
INTRODUCTION- . 

Before a person gets a job a 
personal interview is fre- 
quently necessary. A poor 
interview can mean no job; 
, whereas J a good interview 
can jnean getting a Job. 



Name 



To list the do's and don-ts 
for a job interview, 

RESOURCE- 

Jncerviews with parents, 
counselors i & employers. 

EXAOTLE- 



Do Arrive well groomed & neatly dressed 
Arrive on time 

Don ' t Be late for an interview 
Be overconfident 

ACTIVITY : 

' Write out the do^s and don*ta of a^job interview below. 
D"'8 ___ ^ Don'ta 
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Name 



TITLE i 



Social Security Application 
INTRODUCTION r 

Governmant ragulations require all 
workars to secure a aoclal security 
account numbar, Baf ore entering 
the workforce, you too will have to 
establish an account number. It 
will remain with you all your 3 if e. 
During _this activity , you will get 
and fill out a social security 
applicatibn blank, 

OBJECTIVE I 

1* T6 secure 2 social security application forms frum your local social 
Hecurlty office or post office, 

2. To complete the application form neatly and accurately, as directed, 
and submit it to your teacher for assessment. 

3, Upon approval, to send this form to your nearest social security admin-- 
Istration district office. . . 

PRACTICE FORM: ; ■ ^ 

Use one form for practica before filling out the final form. 



I 
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#3 - page =10 . 
TITLE I 

Self Appraisal (Follow-^Up) 
INTRODUCTION: 

Earlier, you performed a self appraisal. 
By performing another self appraisal, you 
will be able to make some comparison. This 
activity will enable you to make these 
comparisons. 

OBJECTIVE^ 



1. 
2, 



Using the following form, you will perform 
a self, appraisal. 

By looking at the original appraisal and 
the one just completed, you will make 
comparisatt^f before/after. 




ACTIVITY: 



Name 



ice a 



Evaluate yourself as a worker by using the following checklist.^ Pli.^^ ^ 
check (X) mark in the block which most nearly oascribss your characteristici 
as a worker . 



OUAinT OF 
VWAK PRCPUCib 



c^jAJiiny OF 

WO^K PRODUCfO , 



OF 

jOB SKILLS 



Arniupr and 

COC-PERMTIOM 



ATTCNOANCE 



INniATlVE 



RffPMfiKS. 



Very poor 



Very 



AJmost 



In 

troubt® 



Vtry law 



in tmgbis 



conitint 



Sllghtty 
yndir grsup 



Raqulrttt 
ffoqutnt 
•u^rvlslan 




ailghlly 
ovor greyp 



roflaureeful 



V©i7 g^d 



Wofrovtr 
avtrig# 



Very g^d 
prtctiatliy 
all physai 



bae tc 



WpII 
group 
tyefags 



iWQure^ful 



high 



illp^lLt%ii 



r 



A€!iy^ 




.ftatad by^ 



Q 'Chcckll*' idaeti^ ffdm Soutg§boQM of Pf^r^oSnP Forres/ Naii. ror^mm z in-'^Huim Inc 
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Career Information System 



No. 
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TITLE: QUICK WITS 

.by Marilyn Olson Lane lED 

submitted by Dick Sagara (CE) 



Eugene, Oregon 
Tlgard, Oregon 



OBJECTIVE: For students to inveatigate how general leatnina abilltv 
may influence the jobs which are available to them. 



;: Enough time so each student may use the Needle-Sort 1 or 2 cla« 
periods ' . ■ ' ; 

ERIALS & FACILITIES NEEDED: 

CIS Neadla^Sort ^ . 

CIS User's Handbooks ' 



METHODOLOGY: 



1. Students may work individually or in small groups. 

2. Have the students use the Needle=Sort to answer Questiori. J/li = "Catchlne On 
o Things" with "fairly poor" (GFP-34) . , 

3. Have each group or individual choose 10 interesting jobs that fall out when 
■■tii£ question is a-nswered in this way. Have them discuss why such, a person 
wou.d have CO be able to catch on to things easily and be able to understand and 
cumprehend, insCructlons . \ , 

4. Next, have each group or individual list 5 jobs that Interest them and 
remain on the needle. Have them explain what appeals to them about eacli Job' 
J. Have a class discussion with students, explaining what they interpreted. to 
-e an ability to catch on to things". A wide variety of responses v#ill most 
ilkely ensue. This may be a good time to lead a class discussion concernlna " 
various aptitudes. " ■" \ 



v 
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CarBBr information System No. 5 



TITLE' Using CIS with the Strong-Campbell Interest Inventory 

by Bruce McKlnlay and Donna Johnson CIS Eugene, Oregon 



OBJECTIVE: To Identify occupational information pertaining to the 
Strong-Campbell Interest Inventory 



TIME: 



About one hour 



MATERIALS & FACILITIES NEEDEDr 

An individual's Strong-^Campbell Interest Inventory Interest Profile Form 
A copy of the SCII/CIS Conversion Table (see following page) 
Printed CIS Occupational Information (User's Handbook needed for computer 
version) , 

METHODOLOGY- 

This activity is designed to pertnlt people who have recently completed the 
Strong-Campbell Interest Inventory and who have their SCIl proPiUi form to 
obtain current Information about the occupations. The counselor ^ after ex- 
; plaining the individual's SCIl results^ may wish to use the following pro-- 
cedures* ^ ' 

1, Have the person select several interesting occupations (e^g,, occupations 
that rated high, or surprisingly low) from his or her SCIl profile form, 

2, Using the SCII/CIS conversion cable on the following pages, have the person 
Identify the CIS occupational codes that correspond to the SCIl occupation 
designations, ....... ^ 

3, The person can use the occupational code number to locate a specific 
occupation in CIS and then examine the occupational information (job duties, 
putlook, wages, etc) in the CIS flies. (Computer , users will need operatlhg : 
instructions from the back of the CIS User's Handbook, Computer users first- 
type their name on the computer terminal 'a keyboard,, Then the computer instructs 
them to type In either QUEST or INFO; at this. point the user, can type In DESC 
and the occupa,tion code number to get Immediately into the occupaclonal informal 
tion files,) > ■ 



'fee hn le al Note - The^ conversion table on the following pages is constructed v. 
from analysis of the composition of Strong-Campbell Occupational Criterion 
Groups, some' of which are specialtLes within CIS occupational titles. 
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sen /CIS CONVERSION TABLE 



OCCUPATIONAL INFORMATION RELATED TO THE 
STRONG CABELL INTEREST INVENTORY (SCII) 



Current occupational informtion is available through the Career Information 
System for occupations listed on Strong Campbell Interest Inventory (SCII) Report 
Forms. Seethe CIS occupational descriptions indicated belowi 



S t rong-Cjmpbell Occupational 
Criterion Groups ■ 



Accountant (f ^m) .......... 

Advertising Executive (f^m) 



Agribusiness Manager j(m) 



Air Force Officer (m) 
Architect (m) 



Army Officer (f ,i 
Art Teacher (f) 

Artist (f jm) , . . . 

Danker (f jm) . * * . 

Beautician (f ) . , 
Biologist (m) ; , , 



Business Education Teacher (f 

Buyer ( f ,Tn) / 

Cartographer (m) 

Chamber of Commerce Executive 

Chemist (f ) 

Chiropractor (m) 

College Professor (f,m) ...... 

Computer Programmer (f^m) ,,,, 
Computer Sales (m) . i , 
Credit Manager (f,m) 

Dental Assistant (f) , 

Dental (iy^^ UnlHl (f)' 



Cm) 



Corresponding CIS Occupations 

1614 Accountants & Auditors 

1162 Sales & Service Managers 

1195 Public Relations Workers 

4724 Coranercial Ar Lists & Designers 

7422 Business Services Salespeople 

4164 Farmers Farm Managers 

1162 Sales & Seri|lce Managers 

1 142 Small Business Managers 

1172 Military Officers 

2316 Architects 

1172 Military Officers 

8456 Elementary 6f Secondary Teachers 

4724 Commercial Artists & Designers 

•5982 Handcrafters^ 

4724 Commercial Artists & Designers 

1636 Loan Officers 

1144 Business Executiyes 

8186 Coametologists 

2624 Physical Scientists 

8454 Univ^ersity & College Teachers " 

8456 Elamentary & Secondary Teachers^ 

1184 Buyers & Purchasing Agents 

2364 Draftsmen 

1195 Public Relations Wprkf^rs 

2624 Physical Scientists 

8122 Chiropra'ctors 

8454 \UnlversitV & College Tenchers 

1684 Programmers b Syitem Analysts 

7422 Business Services Salespeople 

1636 Loan Officers " / 

8176 Dental Assistants 

8174 Dental HyglenLstB 



//5 - page 1 



Strong-Campbell Occupational 
Critarlon Groups 

bentist (f ,m) \ , . 

Department Store Manager (m) 
Department Store Sales (f ) , . 

Dietitian (f ,ra) 
Director' Christian Education 
Elementary Teacher (f,m) 
Engineer (f ,m) / , , , 

English Teacher (f,m) 
Entertainer . (f ) . _ 

Executive Housekeeper (f ) . , . 
Farmer (m) 

Flight Attendant (f) 
' Forester (m) 

Funeral Director (m) , . . . , 

Guidance Counselor Xf^ni) 
Highway Patrol Officer {m) \ \ \ 
Home Economics Teacher, (f ) 
Instrument Assembler (f ) 
rnterlor Decorator (f,m) . * 
Investment Fund Manager (m) . 
Language Interpreter (f) , , . 

Language Teacher (f) 

Lawyer ,m) ^ . 

Librarian (f ,m) . , , , 

Life Insurance Agent (f,m) 

Mathematician (f,m) 
^-.Math^Science Teacher (f-m) 

Medical Technologist .(f,m) 

Merchant Marine Officer (m) 

Minister (m) . _ 

Musician (f,m) 

Navy Officer (ra) 



Nurse, Licensed Practical 
Nurse, Registered (f,m) 
Occupational Therapist (f) 
Optometrist, (f ,m) . _ . , . 
Personnel Directo?- (m) 
Pharmacist (f,m) , . , . . , , 
Photographer (m) 
Physical Education Teacher 
Physical Scientists (m) 
Physical Therapist (f ,m) . 

:Physician^ (f\m) , ...... 

Physicist (f) 

police Of finer (m) . \ \ 

Prlost (m) ; , . , r . , , 

Psychologist (f,m) 



(f ,m) 



Corresponding CIS Oc cupati ons 

— " ^ ; 8113 Dentists 

1162 Sales & Service Managers 

* * • * • / 7454 Salespersons 

7484 Sales Clerks 

• . .. * 8116 Dietitians 

(f) 1136 Education Administrators 

8^56 Elementary S Secondary Teachers 

* * • * 2354 Engineers 

8456 Elementary & Secondary Teachers 

* ' • * * 9866 Performing Artists 

3456 Domestic Service Workers 

4164 Farmers ^ Farm Managars 

7856 Flight Attendants 

* . . > . _4124 Foresters 

. 4128 Forestry Technicians 

i p « 8182 Morticians 

8414 Counselors 

......... 9414 Law Enforcement Officers 

* * 8456 Elementary 6 Secondary Teachers 

^ * . Electronics Assemblers 

2366 decorators 6 Designers (Interior) 

; 7415 Securities Salespeople 

* No Corresponding Occiipation 

8456 Elementary & Secondary Teacht*rH 

^ * 8432 Lawyers 

......... 7164 Librarians 

^- 7416^ Insurance Salespeople 

2332 Mathematicians & Statisticians 
8456 Elemantary ^Secondary Teauhers 

2654 Health Technicians/Technologists 

......... 1172 Military Officers 

11722 Naval' Officers ^ 

8436 Clergy 

9866 Performing Artists 

... ^Vfi^ Military Officers 

11722 Naval' Officers 

8164 Licensed Practical Nurses 

8162 Registered Nurses 

8126 Health Therapists * ' , 

^ . .% . 8115 Optometrists 

1186 Personnel Managers . 
8124 ^Pharmacists 
.... 4734 Photographers ' 
. . . • 8456 Elementary & Secondary Teachers 
2624 Physical" Scientists,, 
8126 Health Therapists 
. , . . 8112 Physicians 

2624 Physical Scientists 

9414, Law Enforcement Officers = 

. . , , 8436 Clergy \ ' , 
.... 8418, Psychologists 



ERIC 



92 



#5 - page 3 



Scrong-Campbell Oc cupational 
CrlterlQn Grou ps 

Public Admlnianrator (ni) 
Purchasing Agent t^m) 

Radiologic Technician (f) 

Realtor (m) 

Recreation Leader (f,m) 



Repurters (f ^m) 

Sales Manager (m) 

School Superintendent^ (m) 

Secretary (f) 

Skilled Crafts (including carpenters ^ 
electricians^ tool & die inakere) (m) 



Social Science Teacher (f ,m) ..... 

Social Worker (f ,m) , 
'Speech Pathologist (f ,m) ......... 

Vecerlnarian (f,m) ............... 

Voi-atlonal Agriculture Teacher (m) 



YMCA Htaff (f) 



Correspondi ng CIS Qccupat ions , 

1138 Public Administrators 

1184 Purchasing Agents & Buyers 

2654 Health Technicians/Technologists 

7417 Real Estate Salespeople 

8486 Recreation Leaders 

8488 Recreation Aides 

8482 Recreation Prograni Directors 

2176 Writers & Editors 

1162 Sales d Service Managers 

1136 Education Administrators 

1412 Secretaries 

1412 Scenographers 

4254 Carpenters . ^ 

5626 Electricians & Electrical Repairers 

5462 Tool Si Die Makers . 

8456 Elementary & Secondary Teachers 

2144 Social^ Scientists 

21442 Sociologists 

8416 Caseworkers 

8128 Speech Patholdgists/^udlologlets 

8114 Veterlnariane . 

8454 University 6i College Teachers 

8456 Elementary S Secondary Teachers 

8486 Recreation Leaders 

8482 ^Recreation Program Directors 



Source: "Descriptions of the Occupational Criterion Groups (Appendix C) , Manual 
for the Strong-Campb el l Interest Inventoxy, Stanford University Press s 1974, 
pp. 92-98. ^ ^ ' 
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What Shall I Do Now? 
by Dick Rumble Adams High School Portland, Oregon 

* submitted by Tim Drilling CIS ' Eugene , Oregon 

OBJECTIVE: For junior, and senior high school students to become 

aware that occupat'ions can be closely related and that occupational 

worker- traits may overlap. They also learn to gather data to make decisions. ^ , 

TIME: Approximately 2 days , * 



MATERIALS & FACILITIES NEEDED: 

CIS TerminHl or 4-5 Needle-Sort Decks ^ 
CIS User's, Handbook * . 

Personal History (samples follow) 
Occupational Qutlook Handbook * 
AM^^» i£^£f Occupational Titles 

METHODOLOGY: / 

1. Give each class member a copy of the. personal history, (Sample 'history 
qor Jeff and Michelle follow) ^ ' ^ 

2. Arrange the, class ^in small groups (5--6 people), 

3* Ask each group to complete QUEST for Jeff or Michelle using the 
Informacion provided. Groups will very likely discuss' and' negotiate answers. 

4. Each .group should take a complete QUEST to the terminal or needle^sort 
deck and obtain a list of occupations jEor Jeff or Michalle, They should 'also 
ge^t an ap^.roprlate occupational description and preparation, program and 
school information. , / 

5. Hold small group or classroom discussions concerning decisions Jeff or 
Michelle might make, / 

6. in another session have the groups discuss, the. discrepancy in QUEST 
responses among groups and the reasons that the occupations* programs, etc.. 
one group selected might differ from those of another group. 
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Personal History of Michalla 

Describe the following sicuation to the group: ■ 

Michella is eighteen years old. In a short while she will graduate 
from high school. Her grades are goodj especially in math and science. 
She is an intelligent arfd energetic person, with^'an active and questioning 
mind, Michelle likes working with people but would like to continue 
study and eventually work in an area related to scienee, / 

Michelle feels strongly about someday having a family. She has 
equally Strong feelings about continuing her education and attending 
college. Her iamlly is moderately supportive of her wish to go to college 
but point out the conflict of having a family and/or a career. They 
question whether a college education would be /'wasted" on someone who 
may well end up in the home* Her folks are not particularly af/fluent, 
but the money for her education can be found* 

What suggestions do you have for Michelle? 

Tericher's Note i The history may be rewritten to;deal with /almost any 
subiect area. / 
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I _ r Peraonal History of Jgff 

Describ^ the. following situation to the group'- 

, Jeff is a nineteen year old Benior. His Interesc in standard ' school 
curriculum is minimal,, and, :as a result, his,i grades Sre only average He 
has a problem ,th:'.nklng in terms of "a "career;" ■ ' ^ 

Jeff reads excansively for pleasure, and frequently attends movies 
ue loves music and Is In the process^ of learning to play guitar. 

He will soon be out of school and faced with an "unappealinB" iob 
market. He understands and accepts the need for some kind of job (food 
rent, etc.), bjc doesn't really know where to start looklnE 

I 

Jeff Is very bright, and is iomfortable around people. He likes to 
travel and loves the out of doora. Do you have any suggestions for' jeff? 



B. Plamid^ Your Futura 



Hare individuals are helped to study their future in the 
context of programs of study and training and the real working 
world as it eKists in Oregoft. 



RECIPES 

7. Educating Yourself 

8. Use of CIS at CCE)^ ^ 

9. Educatloh-a Training 

10, This is Your Last: Chance 

11. You und Your High Sfihoor Education 
12 e CIS md Academic Advising 

13, Planning Your Post High School Education 

14, Life-Line to Your Career 

15, Now K^ar This I .™ 

16, You! Performing Live! 

17, Sellings Persuading .and^lTC Future Job 
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'LE: EDUCATING YOURSELF 

by Saiide Ferrell Glanhaven School Portland, Oregon 



OBJECTIVE: ^ initial experience with the CIS needle-sort which 
introduces students to occupational opportunities open to them and the = 
trralnliTig peeded for specific occupations. 

TIME: ^ cl.m^s period . . 

MATERIALS & FACIUTIES NEEDED.- 

CIS Needle-Sort 1 for every 5 students 

1 CIS User's Handbook " 

METHODOLOGY: 

1, Discuss possible educational decisions open to students; include training 
programs as well as formal schooling. Some students' will be informed about 
requirements for some jobs .and otheirs will be unaware of any* 
2* Discuss requirements for the jobs in which students are Interested* 
(The discussion leader should have some prior indication about the most 
= popular occupations and be prepared accordingly. ' CIS staff would like to 
suggest that the teacher investigate CIS' STATPG for the most popular 
occupations* The DESC file for these .occupations provide information about 
hiring practices. The PREP file for whichever occupationg are selected will 
provide additional information about licensing requirements and tips for 
entering a specific occupation,) - ■ ^ 

3.7 Divide the class into groups of approximately 5 students and distribute 1 
needle-sort deck to each group* 

4* Instruct the groupB to use their User-s Handbook to find the Edudation and 
Training. question (question 7) in the QUEST questionnaire , 
5, Ask the groups to answer question 7 with each response provided in the 
handbook^ beginning with "No specl^al education or training before starting the 
job." As they answer with each response, a number of cards will fall off the. 
student's needle. Have the group place the job possibiJ Ities for each answer 
(those cards remaining on. the needle) /in a separate pile. After each pile is 
stacked^ the group aBsembles the remaining cards to answer with the next response* 
6* Have the students explore the jobs available for each aspect of education and 
trnlnlng. Point out that any job is available to someone who will accept iiny 
nnuHuiC of education. The uffect of this. process I s cumulat Ive— studentH . wl 1 1 
sue that as they choose htghrir levels of education, chelr piles or.jab posalbiJltie 
wl } 1 grow . , ^ ^ 

7, Some students may wish to change their job interests or educational plans 
based ott the nnw information the^ receive , . , 
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TITLE: USE OF CIS AT (CE)^ 

by Dick Sagara Coimnunity Experiances for Career Education Tigard, Or&gon 

OBJECTiVM* To give students information on preparation for occupations^ 
programs of study and costs of schooling for various vocations^ and to infarm 
students of the many career options avdllabla to them. ^ ' ■ \ 

- _ • • * 

TIME: The activities continue throughQUt the year, , ' 

MATEPJALS & FACllmiS NiEDED: 

CIS User-s Handbooks ' ' 

Coordinators Manuals 

CIS Terminal -- no time limit,, if possible, on students^ use - 

MiTHODOLOGY: 

1. Students, fi.ll out the QVEST questionnaire early In the school year, 

2. A staff member or student familiar with CIS assists tha new student^ 

3. The printout is typed on three-'part paper ^ Immediate counseling is given, 
"Why Not" could be used at this time/ . 

4. At least 1 tlescriptlon is run and the student is encouraged to. explore 

other files. ^ . = 

5. One copy of the prlnto.ut is shared with the^^^parents , one copy with the 
employers at various sites the student investigates ^ and one copy is retained 
by the school and filed for further reference. 

6. CIS use Is encouraged with each new occupation the student wishes to = 
investigate, 

7. Students repeat QUEST at least once again. Repeats and comparisons seem 
beneficial p 

S.' Access to ,the terminal is not restricted. Students are encouraged to use 
it as much as possible. 
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Carmer /nformmtion System No, 9 

TlTLEr EDUCATION & TRAININGi DO^ THEY DETERMINE YOUR JOB?? 



by Marilyn Olson Lane lED Eugene Oregon 

submitted by Dick Sagara i€E)^ ^ Tigard, Oregon 

OBJECTIVE: For junior and senior lilgh school students to examine 
how education & training Influence job choices* 



IE* Enough time to allow each student to use the needla=sort — 
. approKimately 1-2 class periods 

MATERIALS & FACILITIES NEEDED: 

CTS Needie^Sort . . . ^ 
Worksheet (sample on following page) 
CIS User's Handbooks 
. Occupational Information Printout 

METHODOLOGY: 

1.. Students may work individually or in small groups, 

2. Using the needle-sort deck, students will answer Question #7 in the 
User's Handbook - "Education and Training" with "4 year college degree or 
equivalent;" Hbvb the students list 3 Interesting occupations that fall 
off the needle . 

3. Students should then answer Quesitlori #7 with "up to 2 or 3 years of 
special training," Have the students list 5 Interesting Jobs that fall off 
the needle' when the question is answered in this way, 

4. Students answer Question #7 with "high school graduation or G,E*D, and a 
short training period," Have them list 5. Interesting jobs that fall off the 
needle when they answer the question in this inanner* ^ 

5. Students answer Question If7 with special education or training before, 
istnrting the J,ob," List 5 liiterestingTjobs that fall off the needle, 

6. Students should list 3 Interesting jobs that remain on their needle. 

7. Of the jobs they liave listed ^ have the studente choose 1 Job that 
Intarests chem most* ' 

8. Have them write dom how much education and training it requires, 

9. Class discussion may ensue or individual counseling may be in order. 
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NEEPLE-50R T/ C AREER AWARENESS and EmORATION Name 
EDUCATION AKP XRAINING 

1, List 3 Interescing jobs that fall off the needle vjhen you limit yourself 
to 4 years of college or speciai training! (FOUR-24) 



2. List 5 int5irestlng jobs that fall off the needle when you limit yourself 
to 2 years of training: (TWO-23) ' 



b. 



3. List 5 interesting jobs that fall off the needle when you limit yourself 
to high school graduation: (HS'-21) 



b. 



4, List 5 interesting jobs that fall from the needle when you limit yourself 
to no training I = 



a . 



5. List 3 interasting jobs that remain on your needle, 
a. . b. 



6. Clrclie the job listed anywhere on this page that interests you most, 

7. How much education does it require? 
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TITLE* THIS IS YOUR LAST CHANCE 

by Vidkia Gardner Hillsboro Senior High Hillsboro ^ Oregon 

OBJECTIVE* To expose high school seniors to CIS and encourage them to 
utlliae it one last time before graduation, . 



TIAAE:^ 15=20 minutes for presentation plus time on computer terminal or 
with Occupational Needle-Sort for students wishing to use it. 

MATERIALS & FACILITIES NEEDED: 

1 CIS User's Handbook for each senior 

1 copy of teacher instructions for each person directing the 

activity (on folJ owing page) 
CIS Terminal or Needle-Sort^ including occupational informat inn prlncouts 

METHODOLOGY- 

1. Teachers read Che first paragraph to the audience (on following page), ^ 

2, Distribute handbooks to each person present. 

3, Read directions contained in paragraph 2, allowing time for people to 
complete the given task. 

4. Sum up the session with paragraphs 3 ^ 4. Information concerning the 
procedures for using the computer terminal or needle-sort (e.g. ^ room where 
they are located, way in which to schedule time, etc.) should also be given 
at this time. 
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TEACHERS i Please read the foj-lowing material to your students* If any 
questions arise or if you need additional handbooks, please see me* Thank 
you for your cooperation* 

CIS Coordinator 
SENIORS - "This is Your Last Chance" 

Paragraph 1 

Afl graduation approaches, many of you are probably still contemplating the 
answer to the question that has haunted you for the past four years, "What 
am I going to do Dfter high school? Get a job? Go to college? Enter the 
military? Atterid a vocational/technical school? Or perhaps you know what 
you want to do, but need more detailed informatiori about the occupation, 
the program' of study or the school* You have nine weeks to take advantage 
of one o^ the most valuable sources of career Inforraatlon ever created, 
CIS (Career Information System), 

^ Paragraph 2 \ 

To aide you in your plans for after high school, we have furnished, free of 
charge, your own private User-s Handbook. Please look through the list of 
occupations for which there are descriptions beginnlrig on page 8, (Teachers 
please allow students to look through their handbooks at this time,) 
Programs of education and training are listed In alphabetical order beginning 
on page 14, Take time now to look at these. And finally, on page 19, you 
will see a list of all the two and four year colleges and the vocational 
schools in Oregon,^ Page 23 lists the type of Information available for each 
school; check out this information now. 

Paragraph 3 ^ 

For those who have no idea what occupation you are interested in, the QUEST 
on page 2 will be helpful. The QUEST is not a test, but rather a self=report 
inventory to help students' select several occupations for consideration. It 
does not tell you "what you are supposed to be." The" accuracy of the QUEST 
is determined solely on how accurately you > report your own abilities ^ interests 
and aptitudes. That depends, of course, to a great degree on how well you know 
yourself. If, in filling out the QUEST, you are unsure of your abilities, it 
would be a good idea to see your counselor. Ability and interest test scores 
and other valuable Information may be available and could help you to know 
mora about yaursalf, • ^ 

P aragraph 4 ' ' 

There are many other valuable sources of career Information ~ counseling 
centers, vocational schools^ occupational files, the Occupational Outlook 
Handbook, the Dictionary of Occupational Titles, and the Encyclopedia of ----- 
Careers plus all the college catalogues. They could prove very helpful to you. 
We encourage all seniors to take advantage of aviillable informatton diirtng the 
naxt nine weeks. And, if you need help, see your counselor. ' '^y 
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No, 11 



TITLE- YOU AND ^OUR HIGH SCHOOLS-EDUCATION 
by Sue Taylor 



Highland Park 
Intermediate School 



Portlands Oregon 



OBjiCTIVEi 



To have 9th grade students relate courses of study and school 



activities to career decisions. 




1 week (days coming at different times during the school year) 



MATERIALS & FACILITIES NEEDED- 



CIS Terminal 

flandout* Planning Sheet Csample on following page) 
CIS User's Handbook 




students, have an explanation of the occupation list In the User's Handbook, 

2, At the same Meting s the students, are asked to review the senior high 
school handbooks , ™ 

3. At a later appointment^ the student and. his/her counselor will discuss 
career chDices and the use of the CIS terminal. 

4. Then before seeing the counselor with final high school plana, each student 
uses the terminal , gets the high school subjects in the PftEP file, and obtains 
a printout on the high school cluster subjects they would' like to pursue, 

5, Students would take the Lr printout to their meeting with the counselor 
and from there plan a three/four-year high school program vjhlch corresponds 
to their tentative career choices* 

NOTES Sample planning sheet on the following page. 
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My 4-year forecast i NAIffi ' 



Career Cluater Interest: 
Specific Job. or Profession; 



or 



idueational level goal 
Courses planned 

ENGLISH 



(high sehoolj college , Jr. collage, etc,) 
9th ^ COMMENTS 



WORLD GEOGRAPHY 



ijATH-A LG,--GEOH. 
P.E/ 6i HEALTH 



ALT. 



10th 



ENGLISH 



BIOLOGY 



S HEALTH 



Uth 

EHOLISH (MINI) 



SOC. STUDIES (MNI) 
P.E. & HEALTH 



ALT. 

Uth 

EKGLISH (mm) 
SOC, STUDIES (MINI) 



' ALT 

O — 




'araer information Syst&m No 12 

TITLE: CIS and Academic Advising 

by Paul Franklin CIS Eugene, Oregon ' 

OBJiCTIVE: Co msUt entering college students In detennining what major 
they want to pursue. * - 



TIME: Continuous activity 

MATERIALS & FACILITIES NEEDED: 

CIS Computer Terminal and/or Needle-Sort and CIS User's Handbooks (if Needle- 
Sort is used, accompanying '^rlntoutfs of occupational, program and school infor- 
mation can be unstapled and put in a loose-leaf notebook so that students may 
make copies of information they wish to take to their advisors) 

METHODOLOGY: 

Entering freshmen or undergraduates with undeclarwd majors, unsure of what 
program or major they want to pursue, can be referred to CIS — either Needle-Sort 
%Rnrf f "if ^ version. Students can eKplore in more detail programs of study . 
,^fKUb; m wnicn they may have aonie interest* 

1. Have students pick a' Program file of interest, either from the alphabetical 
list in the User's Handbook or from the following numerical list that organizes 
programBln clusters of related types of programs (see following page) If , 
students are unsure about whether or not their schooL offers a particular program 
have them look up their school's code number in the User's Handbook and ask fo- 
appropriate school topics that describe programs' availability (topics 6-63) 

2. Give the students enough time to read through the Program files they select * 
By accessing the narrative descriptions in the Program file for one or more 
programs of study that ; interest them, students may gain a better insight Into 

the programs and be, better able to select classes and eventually to declare a 
major. Students also should be encouraged to use other Information files in CIS ' 
. ^such as the occupational descriptions and QUEST) If they desire 

3. After using CIS, students may, take their information printout to a counselor 
.or advisor and confer about program and course selection. 

/Remind, students that the narrative program descriptions (Including sample course 
titles utc.) are compiled from sources like accrediting agencies to give a 

S?!' / nJnr" M T'°^ ^« "l^^ any school. School-, 

descrLitlon contained in the list of schools that follows the program 

106 ' . 
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CIS PROGRAMS OF STUDY AND TRAINING 



, Agrleulture & Natural Resources 
061 Agriculture ■ . ■ 

063 Food Science d Technology = , * 

065 Horticulture i Landscaping 

067 Fisheries & Wildlife Sciences Clncluding Commercial Fishing) 

068 Forestry 

Architecture & Environmental Design 
081 Architecture ^Environmental Science 

Area Studies 
111' Area Studies 

Biological Sciences _ . 

Ul Biology ; 

Business & ManggemBnt 

143 Banking & Finance 

144 International Business 

145 Business Management^ Administration (incl. Supervision 6? Mid-Management) ■ 

146 Marketing 

147 Real Estate. Training 

148 Sales Training (include Merchandising) 
151 IncOiUe Tax Auditing , ^ 

. 152 Shorthand Reporcing _ 

. 153 Furniture Upholstery Training / ' 

154 Business Machine dperation • 

157 Accounting 

158 Secretarial Studies 

161 Hotel & Motel Management Programs 

163 Commercial Driving Training 

165 Food Service 

167 Barber Training 

168 CQsraetology & Beautician Trailing 

169 Funeral Service ^ ' ^ ^ 
171 Flo ral Design ^ a 

174 Animal Grooming & Training 

175 Leathen(7orking . ' ' 

Communications ■ • 

191 Coiittnunicatlons ' . 

193 Journalism , 
196 Mdlo a Television ' > 

CQmputer gt Inform^ ion Sciences . 

211 Data Processing Programs (includes operators & programmers) 
O 214 Key Punch ^ 

ERLC 107 ^ > ^ 



Education 



231 Education Adminlstratioa 

232 Health Educacibn 

234 Elementary Education 

235 Physical Education 

236 Secondary Education 

237 Special Education 

238 Counseling 

239 Education Aide Programs 

Engineering ' j 

251 Engineering 

253 Engineering Technology 

Machanical Technologies - 



tlk Flight Training 

275 Aviation Maintenance (including Air. Frame) 

277 Drafting ' " 

278 Auto h Diesel Mechanics 

279 Small Engine Repair 
281 Body & Fender Repair 
283 Welding 

2%1 Industrial Mechanics 

288 Construction Industry Programs 

289 Business Maclilne Repair 

291 Heavy Equipment Operntion & Repair 

292 Kiuctronlcs 

293 Radio - TV Repair 
295 Machine TechnoJ ogles 

297 Refrigeration h Air Conditioning Mechanic Tralnin 

' Fine & Applied Arts 

311 Art 

313 Interior Design ' 

314 Music ^ 

315 Apparel Design 

316 Theatre & Drama 

317 Photography 

318 Printing/Graphics 

319 Modeling h Finishing 

Foreign Languages 

331 Foreign Languages 

351 Medical Records Administration ' . ; 

353 Nursing , 

357 , Dentistry ^ , , : 

358 Dental Aaslsting ^"^^ - 

.361 Dental Hygiene /» , \- * 

362 Dental Technplogy . ' ' , 




363 Medicine (MD) 
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. Health (cont,) ^ 

366 Medical Assisting . ^ ^ 

367 Occupational Therapy- . . 

368 Hassage , - 

369 Optoinetry \ ^ , 
; 372 Pharmacy " . ^ ' ' ' ' . 

373 Chirbpractic Training 

374 , Physical Therff.py 

376 Public Health ... .. • ■-- .• • - --- - " 

-378 y^terinafy Mfedinlne . . 
381 ^Environmental & Sanitation Technology 
383 Health Technologies - Medical Labdratory 
385 Health Technologies - Radiological (X-ray) 
387 Health Other Technologies . ■ ^ 

Home Economici 



F 411 Home Economics 
Law 

421 Law 4 
^ Letters ^ . 

^441 Engllih & Literature 

443i . Speech ; ^ / . 

445 Philosophy ;J ^ 

-446 Religious: Studies 

Library. Science" . 
461 Library . Science 

^ Mathematics 
481 Mathiematics 

/ Mllicary Science 
511- ROTd ' 

>iical Science 



521 Fh^slcai Science 

522 Meteorology ^ 

523 Physics ;^ 

524 Chemiitry 
526 Geology 

528 Oceanography 



PaychQlogy 
541 Psychology 
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" Public Affairs '& Servi ces 

562 Public Administration 

564 ; Recreation & Park Management 

565 Social ^Service 

567 haw Enforcement 

568 Corrections ' 

569 Fire Coritrol 



1 • , 



Social Sciences . . 

581 Social Science ■ " ' 
'582 ■ tothropology 

583 Economics - ' 

584 History , 7 ^ ' ^ 

585 Geography ,^ 

586 Political Science , . ■ 

587 Sociology 

588 Ethnic Studies 

589 Urban Studies . ^ 

Interdisciplinary Studie s 

612 General Studies Social Science 

613 .General Studies = Humanities 

614 General Studies ^Science 

Other Programs ^ 

631i Apprenticeship 

633 Adult Basic Education " . 

634 Continuing Education Opportunlt las 

635 Independent Study 
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TITLEl Planning Your Post High School Education 

by Dick Rumble Adama High Schoql " Portland, Oregon 



OBJECTIVEi Students identify tentative post high school educational 
plana and match them with specific posteecondary school programs offered in 



the state, 



TIMEl Enough time so each student may use a variety of CIS information ^ 
files. 1 or 2 class. periods, 

AAATERiALS & FACILITIES NEEDEpi 

CIS terminal or manual Needle-Sort and CIS printouts for occupation^, program 

and school information, v 
A worksheet for students listing some of the questions suggesCea balow (optional) 
Any additlorial respurce Information about schools and training- that you have 

available to you at your schoolr . ^ — — ^ * 

METHODOLOGY^ 

A teacher or guidance opqr^elor may; work with Individuals and small groups 
fijcllltatlng student Identification of .postsecondary educational pli 



Lans. 



As prellirilnary plans are Idetitlfled^ Instruction on the itse of the Career . 
Information System (either computer terminal or manual Needle-Sort*) should 
be given, Ql^EST may be taken or retaken, but PREP, PRO0-arid SGH files will 
be particularly useful. for this exsrcise, ' 

Students should try to answer the following questions about their plans by 
using the CIS Information files s - 

1. Is there more than one kfftd of. program available that will 
- be meettng my needs? What are the advantages of each? 
.2. Where could J take the program that interests me? ' 
3* . How long will it takej . ^ . 

4. What are the costs? _ _-. 

^ 5/ What kinds of financial aid are of fered -by the school? 
6. What ^should I do now to bticome better prepared? ■ 



(Additional 'resources, such as the Oregon State System Fact Sheet, 

It ^5 Your Decision , financial aW /application forms', SAT and ACT ^ ^ 

application Information, etc., may be provided,) ^ 

Very important to the value of the activity is an opportunity to discuss the 
results with a counselor ora, teacher acting In support of the exercise. 



Usiug Lhe-TOT^uLar te^mal lacilitaces students' ability to "Homp^T^^ 
to three schools at once on any, Infomation topic the student selects/^ 

' ^ - - . ^ 111 ^ ^ ' •> . ^ = 
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TITLEl Life-Lina to Your Career 

: by Leslie Haines CIS ^ ^ Eugene, Oregon ;/ 

OBJECTIVEl ^° students Identify their past work experiences and then 

" ; * think of them In terms of their preferred ' lifestyle and values; ' 

. 2) to facilitate appreciation for people*s differing experianceSs values^ life- 
styles; and 3) to encourage students to make specific plan^ about work based on ' 
their understanding of* their personal valuer, ' . . \ 

TIAAE: Two class periods (one week apart to allow .time for gathering CIS 
Inf ormation)= ; ^ ^ '~ ^ ' - . 

MAfERIALS gi FACILITIES NiEDEDr 

Large newsprint tablet ■ . . 

^ Felt tip pens of varying colors . 
^; Masking tape - . 

CIS computer /terminal and User's Handbooks ' , 

MiTHOpOLOGY: 

This activity may be used, at the high school ^or community college ^levels. ; 
• Before the first session ™ - ^ 

^ i. . Before beginning students on this activity^ the leader sh^ the 
accompanying preparation notes about values clarification.. 

2. In a career-oriented class or workehop, each studen^t will be helped to . 
construct his or her own llfe=llne using a sheet of newsprint and a. felt\tip pen. 
. First see s Ion \. ■ . ■ • 

1. Spend some time (about 15 minutes) talking about valuea and have the class 
list a few (e.g., independence^ security, comfort^ service, adventure, etc.). 
You should find the, Croup Leader Preparation Notes helpful in leading this. dis- 
cussion. Have sftudents consider the values you all talk about as they begin to 
prepare their life-lines. , 

2. Explain to the studenta that they Will draw a graphic representation indicating 
all of the kinds of work or jobs they have held in the past, their work activities 
In the present and their future plans. Above anH. below the line they can indicate 
their positive and negative feelings about moments In /their work experiences 

(see the sample, life-line at the end of this : exercise for, ideas), ' 

3. Tell students to be as, creative as they wish with the format of the life-line 
(you may. wish to provide magazines and ask students to Illustrate their eKperiences 
with pictures or they may wish to use other creative formats) , In drawing the ^ 
life-line, however, students should Indicate a specif ic beginnings and ending' date 
(you may specify that students begin 10 years earlier in their life and end the 
life--line 10 years in the future or you may chooseVsRecif ic beginning and ending 
dntue depending on tlie a^^ of thM, group) . Having studenty draw their llfu-llnes ^ 
Inlo thu future enccHirnguH th^m to thlnk;in terms nf where and why they 'will b« 



4. At the und of tilnss allow aboiii: 10 minutes to explnlit tho activity to he 
cimipleted befure the class . meets nga In to work on this vKvti\\Hu (about' 1 week \i\i\Sr)/ 
In;, the week between classes, ask sCudents to use the ^Carper Information System . 

■- - - - ' .1 .- ' - ' (contlnuod) 
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; to~ gather sona occupational 'information, . (You will have to have made prior 

' arraBgaments for your class to' use trie domputer terminal and CIS during. the 

week). CIS will provida the students with itif oraation' about specific oecupa- 

Ciona they .may be thinking of as. a resuit of working with their llfa-ll^na or 

. may answer questlona students may have about further educatloh or' preparation. ' 

^If students are only .beginning to think about their future careers, they can be 

^ encouraged to .uie CIS' QUEST and come back to class with a list of occupations 

that interest them. and a few occapatlonal descriptions. Ask students to briiig • 

. to class next time their CIS computer .printouts (at least 1 or 2 occupational - 

^ deacrlptions) aod their life-lines for class discussion. 
. Second Bession -- • , _ ' , 

'1. After studants have prapared their life-lines and have explored CIS to obtain 
seme occupatloral information that interests them, have each individual spend 

, about 10 minutes looking over his or her life-line and write, at the -bottom some 
of the valu.es the. person regards as Important or values that seem tto be evident 
' , from past experience. - \ . , . • 

2. Then break the class up into small groups, (3 or 4 peop4.e) and have the groups 
discuss how personal values relate to plans for future work. .If they care to, 

i Individuals may eKplaln the vklues they listed on their 11 f 6^1 Ine and why these 

•values are imporuant to them. Group members may wish to suggest some possible 
careers chat could relate to the individual's values. \, , ' 

NpTEi A, couple nf axamples of how two students V llfe-rllnee turned. dut%re 
provided on subsequent pages. Also Included is a Group 'Leader *s Preparation ^ 
Sheet for background informatidn on presenting values^ clarification information. 
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GROOT LEADER'S PREPAMriON SHEET 



The group's Isader may want to begin the llfe-llna activity by discussing ' 
briefly what values ares for example, "values are the things that are 
imporCQnc to. us.- The . lifestyle we choose is dire.itly related to our values. 
Valtius relate to those things wa must do to feel good about ourseives." 

Tn making career decisions it is Important that people begin to get a 
eleareir idea of what their values and preferred lifestyle may be ' For 
.instaiioe, a student may begin to ask, how do 1 relate to things — as a • 
leader, us a creator? Do I prize physical comfort or adventure^ Do I 
enjoy a scructured .environment or do I prefer to Innovate? How Important 
IS aconiomic security to me?' Do I like to work Independently of other people 
or on a team? Do I like to be\ In charge of others or, do 1 like to be super= 
vised? Do I wnncto work wlthUdeas and concepts or would I rather Kot be 
.involved in these activities? 

Values vary widely from person ,tb person. It is important that the facili- 
tator be accepting. -of values that may. be the same or- that may differ widely 
within the group. In this way one can avoid giving the impression that 
soma values are "right" and somaar* "wrong." ' ^ , ' ' . 

Usually we have several values that mot ivmte us and 'some of these are more 
important than others., Two^peaple niy have vary similar values and yet 
rank Cham differently. During 'the dfecussion of values, the facilitator ' 
may gather from the' group a list of possible values one might Identify 
Such a list might include words; likej «ef viceAeBmfort , independence 
security, activity, sacrifice, etcV " i ' ^ ' ' 

The- choices we make ^and the actions, we take most often are revealing of our 
personal values. The life=line activity is not a "tell all" aession. Partic- 
ipants should be encouraged Co ahoosi those events they would be willine to 
talk about and share with the ■group. ■ ■ , , 

The life-line exercise enables most students td talk about their values 
readily, and. to help other class mumbers identify what it was about a' ' 
certain activity or period .of time that satisfied them. Inherent in the 
exercise iM the opportunity to pro^iect freely into the fututi, discussing 
fucure work expectations and what that event will mean in the life- of the ' 
individual, . , .• i ' , 
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: Now Hear This I 

hy Leslia Haines / CIS . Eugena, Oregon 

I To acquaint' conimunlty college or college students with 
the kinds of questions typically asked in a job Interview, 



E: 1 or 2 class periods or longer, depending on the slge of the group, 

MATERIALS St FACILmES NE^^ 

" "Now Hear This!" worksheets for each itudent ' \ 

^ CIS User^s Handbqokg (either computer^or; Needle-Sort versiun)/ 

for each student ' 

_ , . . - . - ^ ^ ^ ' - , 

CIS Tarminal, or CIS Needle-Sort (deck and occupational information 



METHOl3&t5^Y. 



1. H^ve Students either fill out the QUEST material in the CIS User's Handbook 
or simply peruse the dccupations listed in the Handbook to identify occupations 
that interest thei^. /(If QUEST la used, allow additional time for students' to 
get a Xlst of occupatloris — eithe^^ with ^he computer or the needle-sort . Have 
students choose a particular^ Job to' relate, their interview material to during 
this exercise. The CIS information should give them the material they need to . 
find out some uaefulthihgg about the job for which , they are' applying, 

2. Each student then is giv^n a worksheet for this activity (see accompanying 
page) and is given time to review it, writing down answers to questions sha or he 
Is unsure of. Students should prepare their answers considering the job for 
which they are planning^. to "mock, interview*" ' ^ 

3. In subsequent class ^ Ideas and^ ii^formatlon can be shared arpong group / 
rnumbers about appropriate reaponseH tc^ questions. „ ^ 

(A good^lpllow-^^^ to give the class an opportunity to pi:actice on 

interview Is chu rucipe "You ' I'errnrmitts Live!" - #16.) ■ ^ > 
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■ ^ Now Haar This! 

Frank Endlcott surveyed ,92 compaalea and found that the fqllowlng questions, 
ware. the ones most often asked In amployment Interviews,* 

1* What are your special abilities? ' 

2, What jobs hava you enjoyed the meat? 

3* What extracurricular activitiea have you been involved in?' 

4. What have you learned frott some. of the Jobs you've held? 
5* How do you spend your spare time? . ' \ 

5. Do you prefer working with others or youfself? ; 

7* What eourses did"you like best in school? Least? Why? , 

8. Why did you choose this particular field of york? . 

9, What" do, ^ou know about our company? 

10,^ What qualifications dp yoii^ have that make you feel you will be a success 

/ in your field? 

Hp Do you feel you received good general training? , ^ 

12. ^ Wiat type of position are you Interested, in? 

13. What school activities have you participated in? Why? Which did you 
enjoy TOG^^st? ' 

14. What are your future vocational plane? 

15. How much money "do you hope to be earning five years from now? - . 

16. Have you ever been involved in teaching someone something? 

17. Do yqu do volunteer work now in the community? ■ 

18. Qo you have plans for further training? ^ 

19. JJhat job in^ our firm do you want to work toward? 

20. Have you had any sarlous illness or injury? 

21. Are you willing- to, go where the company sends you? . ; 
.22\ What are your special abilities? ^ . ^ 

23, Have you ever changed your major field of study while you were' in . 
college? Why? ' ^ ' ' ' 

24, /.. What hay^ you dont that shows initiative, and willingness to work? ' 

25, What do you think, would dfetermlne your progress In our company? 

Interview questions taken. from ''Making the Most of your Job Interview," a 
brochure produced by the New York Life Insurance Company, ^ " 



There are probably sbmej maybe most, questions ^that you already know how you 
would answer duririg an Interview, If there are some that you are not sure about ^ 
how you would respond^ tike some" time to write down what you think. you would 
say if you were asked' those questions% Discuss in class possible answers to 
prpblem questions'^ that will show you in a good light to a potential empioyer, 
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TITLEl You! Perforoiing Live! 

by Leslie Halries CIS Eugene, Oregon 

R^'l^^'^'Y^* -° familiarize coimnunity college and college atudents with 
principles of job interviewing and to provide practice sessions. y ^ 



TIME: Enough time to allow each studant to participate iti the interview 
situation as an interviewee. " 

MATERIALS & FACILITIES NEEDED: 

V CIS • Dccupatlonal^ printouts --^I; ^ ■ 

"You! Perfofmirtg Live!" worksheetai'for^^^i^^ 
Video-tape equipment, if available ^ ^ 1 ' ' - 

METHODOLOGY: 

ll. Students should be prepared for this' activity by first exploring • ' ' 

.Interesting occupations or by identifying a specific occupation for which 
to intervi'ew by using CIS materials. Steps 1 and 2 of recipe "Now Hear This 
8'-''^.. directions. on how students may choose an occupation and do' appropriate 
preparation for the Interview, Students who have completed that recipe may 
skip this step and go directly to Step 2 (below). " 

2. Students are acquainted with interviewing ^princlplas through use of the 
accpmpanying worksheet "You! Performing Live!". Each student should have 

a copy of. the worksheet and time should be allowed for questions about the 
principles of interviewing or iother interview-related concerns 

3. Scudents then may take turns (either in front of the class'or In small ^ 
groups) role playing an interview situation, llf video-tape equipment is 
available It can provide valuable feedback to each Interviewee about her or 
hLs effectiyeness In an interview situation. Have one person In each group • 
act as the Interviewer and then change roleg. A good resource for the person ' 
Ln the intetviewer role is the list of questions on the worksheet for the 
recipe "Now hear This!" -,#15, 
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BO 



DON'T. 



+ Drasi conservatively and > 

appropriately for tha job, 

setting. 
+ Bie neatly groomed, 
-H Smile and ba friendly. 
+ foiow the exaet interviaw 

tima and placa, 
+ Have a copy pf^ whatever written 

material you sent in (your v 

tesuine^ letters of recoimiandatlonj 

application form) , . - ; 

+ Look your IntervJewer in the eye. 
+ Speak ^ up clearly, ^ 
+ Be aura you under at and a question 
? baf ore you answer it* ^ . 
+. JBa: sure to give enough relevant ' 

information when? answering a 

question, 
+ Ask when decisions will be made 

and how you will learn of tha 

decision, - " . . 

+ Prapara quest ions you might 

want to ask the intervlawar. 
+^Thank your interviewer. 



-' Arrive late fpr] your interview appolntmeht;. 

- Chaw gum or smoke during the interview, 
^ Slouch in your chair, - 

-Avoid looking at the interviewer, / 
-Mumble when you answer a question. . 
Fidget ^Ith your handij tap your feat, 

- Use brief "yes" or ^'np". responses \^en ; r 
you cpuld say more, ^ ' ' ^ 
Rush _^through your answers to questions. ' 

^-^ Overpower the interviawer with too much 
information about yourself , 
Forget to offer your hand -to great a 
male interviewer, (If you have, a female 
intervie^#er-walt for her to extend her 
hand* ) \ . \ ■ 



= ' ■ ' \ ' ■- ■ ■ ■ . ^ ' . 
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TITLEi Selling- Persuading and Your Futura Job 

by ^rilyn Olson Lane lEP. , Eugene, Oregon 

submitted by Dick Sagara CCE)2 Tigard, Oregon 

OBJECTfVEl , To inform students on how selling and persuading affect 
their job possibilities* . . 



TIME: 

1 clasa period 



MATERIALS & FACILITIES NEEDED: 

CIS Needle-Sort 

CIS User's Handbooks 



METHODOLOGY: 

1* ..Students may work Indlvidualiy or in small groups, 

2. Have the students use the Needle-Sort to answer question 22 - "Selling, 
Persuading" mth ("NOT"-44). j . 

3* Have each group or Individual choose 5 Intjirestlng^-Jois that fall out 
,and are^ eliminated when the question Is answered in thtm /m^^ - ^ 

4, Have the students discuss reasons why thiey think that Belling "and 
persuading are important abilities in each of the occupations, 

5, Then have each group or individual choose 5 interesting jobs that have 
remained on the needle. Have them e:^laln what appeais to them about these 
jobs, - ) 

6, The class then may discuss the way sailing and persuading relates to 
careers (e.g., selling oneself during interviews) , , , . 



NOTE: This technique may be used with any interest question (questld'ns 13-23) 
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LANGUAGE ARTS 

The following collection of CIS* instructional materials or 
■'recipas" has been provided to assisti teachers and counselors in 
/ helping students and clients with their career information and 
da els Ion-making needs* . ^ ^ ^ 

This Language Arts section stresses communicative skills, 
both written and spoken. It encompasses critical thought , 
in format ion gathering, reading, and vocabulary skills. 



RECIPES 



18* Panel of Experts 

19, Pre^Work Observation Activity ^ 

'20. Ready-'Begin 

21. To Tell the Truth 

22. Treasure Hunt > , 
23/ Is It All Tc^s Cracked Up to Be? 
24, Stump the Students 

25. . Dear Diary 

26. Data, PeDple, Things 

27. Research Paper 

28. ^Understanding Interests 

29. Role of Work= 

30. ^ Vocabulary and the World of Work 




Career Information System 



Offica ol the DIrRtSF ' . c - ^ . 

, 247 H»idfkki Hill " * ' 

Univtf iit3? of or?f oa *CIS Is presently being used In nearly 400" sthools. colleges, and 
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TITLEl PANEL OF ECTERTS^ ^ " 

by Phil Palmar Highland Park Intermediate School Beavertonr Oregon 

■ ■ ' V ■ .- . ■ ; ,. 

OBJiCTIVE 

I ;Tq help 7th & 8th grade students to bocome^ aware of information 
that ia available in the CIS files and to be able to write questions which 
will access this Information, 

" ^' . ' ^ ' " 

TIME: 1 class period j .prefei:ably following use of the activity titled 
"Stump the Student" (see itectpe #24) 

MATERIALS & FACIUTIES NEiDiDi 

< - • 

CIS Terminal or CIS Occupational Information Printouts 
CIS User's Handbooks <1 per 5 students) 

METHODOLOaY: 

1, Students are given User-s Handbobkst ' ' , ^ 

2, Five students are selected to be the panel, 

3, Any student nay question any panel member, 

4, The questioned panel member must answer if the question can be answered by 
CIS, The answer would be the file and occupational number or the reply that 
it is unanswerable , 

5, The ansWiSr is retrieved from the terminal or occupational description " 
printouts and supplied to the student asking the^ question, , 

6, The. answer may be contested, 

7, If the panel member Is correct, he Scores 100 points, — If he is incorrect, 
he is replaced by the questioner, . \ ^ 

8, ^ Several questions cAn be processed at one time, : - 

9, Individual scores are totaled at the end of the time period, ' . 
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TfTLEt PRE-WORK OBSERVATION ACTIVITY 

by Dick Rumble . Adams High School Portland, Oregon 

OBJECTIVEl For junior and senior high school .students to identify 
interests and aptitudes and match them with availalsle occupations 



TiMEr Approximately 2 weeks _ ; ^ 

MATERIALS & FACIUTIES NiEDEDr 

yClS User's Handbooks 

1 CIS Needle-Sort for each 5-6 students (Fewer Needle-Sorts can be - 
used, but the time needed for complet,ion will be longer.) 

» ' '- ^ ^ ■ 

METHODOLQGYi 

1. Jnstruct the students in the use of CIS Needle-Sort, 

2. See that most students complete QUEST and select a workable list of ocaupations 
which interest them, . 

3. The teacher should assist the students. in arranging a site observation for 
one of the occupations they selected, 

4. Students should conduct the work site visit individually or In small groups. 

5. Have students make a list of question^ they wish answered prior to the visit 
(See page 25 in CIS User's Handbook) ' - . ' 

6. If there are partic ular tasks they would like to observe, they should also 
list them. 

7. Ask. students to do one or two of the following activities, using their ' ■ 
visit as the topic: . ' - * ^ 

a* write a report 

b, give an oral report . ^ ^ ^ 

c, hold a general classroom discussion 
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TITLE: mm ' BEGIN 

by Sam Ignagzitto and Lent School. 

Dala Langley. . ' Binnsmaad School 

' submitted by Cathy Williams Madison High School 

OBJECTIVEl To give students the opportunity to diacovar the occupa- 
tion of teaching P,E, and be able to list education, requirements, advantages 
of the occupation, duties. of the occupation, and complete a student-designed 
interview. 



. , Portland, Oregon 
Portland, Oregon 



TIMEi 



3 4 days 



MATERIALS & FAdLITIES NEEDED: 

Occupitional Outlook Handbook 

CIS Occupational Information Printouts 

Tape Recorder 



METHODOLOGY: 

1, Class discussion of teaching P,E, as a career* 

2, Divide the class Into groups of 2-3, if you wish, 

3, Considering the stated objective, students should deslp a iet of inter- 
view questions, . 

4, Visit a P. E. teacher and conduct the planned interview* 

5, .Record the interview on tape, 

6, Compare findings of Interview with resource materials and write a com- 
parison paper. ■ . ' 

7, Present findings to the class. : ' 

NOTEi Many occupations could be dealt with using this format. 
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TITLE:" TO TELL THE TRUTH V ' ■ " . 

by Tom Stennlck , Lent School Portland, Oregon 

submicted by Sande Eerrell Glenhaven School Portland, Oregon 

OBJECTIVE: Given a game situation. Junior high students will attempt to 
tell which studerit in a panel is telling the truth about a particular occupation, 



TIAAE" l-2 class periods ■ 

MATERIALS & FACIHTIES NEEDED: 

^ Occupational Information Printouts ; 

Copies of suggested questions for the panels (sample on following page) 



METHODOLOGY^ 

1* Divide the class into groups of 3=4. 

2, Each group selects an occupation and researches ^it for all possible 
information. ^ - ■ 

-3, Thu groups each write an affidavit to be read to the class* 

4. The class questions each group or panel, one at a time. Rules are according 
to ten vLslon's "To Tell The Truth". One student, when questioned will give 
r/icCual informntlon, the other panel members will give less factual Information. 

5. At the end of u 'glv^ amount of questioning, the panel member having given 
rnctual inform-itlon will Identify him/herself and discussion concerning the 
iiareer' and the quest ions/answers will follow* 

NOTE: Sample questions on following page* \ . . - ' 



' — : — ^-„ -..v' ■ . .. ^ _ _ ..^ — , - 
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Suggapted Questiong for the Panel ' 

How much monp,y do people in this particular occupation aarn? : 
Is the work done inside or putdoora? 

Does the person working in this occupation work with data,' paopla, , things . 
or a combination? >. 

Does a person naed a college education to do this work? 
Does a person need a technical education to do this work? 
Does a perse n need a high school education to do this work? 
Are there many opportunities for employment in this occupation? 
Are there many opportunities for advancement in thiB occupation? 
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E: TREASUBE HUNT 

. by i'hil Palmer ' Highland Park Intannedlate School Beaverton, Oregon 



OBJiCTIVE * For 7th and 8th grade students to gain ability In using 
the User's Handboek to access. Information In all CIS files. 



1 class period 



MATERIALS & FACILITIES NEEDED^ 



CIS User's Handbook 
CIS Terminal 
Question lists 



METHODOLOGY. 



Each group is given a list of questions. 



!• Student teams of 3 to 5 are formed, 
(Sample questions on next pagei) 

2. Each team identifies informatidri file and corresponding code" number that 
will provide the answers for 5 questions, then gives the teacher this Information* 

3. A team member types the answer to one question on the, termlpal. Teams must 
use a different person to type In the file and number for each answer, 

4. Corrections are made, if needed, and the correct files and numbers are 
given to the teacher. 

5. The teacher assigns .points for each question. (100 points for each correct 
answer, 50 points for each corrected answer,) 

6. At the end of the period, ^ the t^am with the highest score is the winner, ' 

7. The questions could be' re-wrltten and designed to meet the needs of a 
specific subject area. . ^ . . 

NOTE I Questions and answers on following pages 
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LIST OF "INFO" FILE -QUESTIONS 

1, What is the per hour salary of a journeyman Plasterer? 

2, What duties must a Saraiill GreenchainTnan parform?c ' 

3, What are the employTnent prospects of a Freelance Writer? 

. 4. ^ Who sponsors Explorer Posts for a Systems Analyst? s)¥^0^ 

5. What high school courses should you take to be a Dental Mygienist? 

6. * What two books could I find information in about a Sanitarign? / 

7. Who sponsors an Explorer Post for Police Training? - 

8. Wluit high school courses are needed to prepare for an. Auto Mechanic? 
WhiiL is chc work HULttng.fnr Child Care Workers? 

iO. liijw much monuy iltwH /i (Uj L I t*gu/I*6nc:hc^r uarnan nino months? 

11* WhnL Ih thu haHt wny to pruparu Cc) become n Musician? _ ^ 

12, ilnw Long is thu apprenticeship to bucome a Meat Cutter? 

13. Wliat schools have a program in Art? 

14, What two cities have schools for Dog Grooming? " 

15, What courses would be helpful in preparing for a career as a Flight Attendant? 

16. Does .Oregon State have a , program related to Meteorology? 

17. What g.p,a. is required for admission to the University of Oregon? 
Unw many schools in. Oregon offer modeling courses? ^ 
Wlwit (U)nLunt^ (Mjvered in photography pr6grnms within the State of Oregon? 

=20;' Whnt rourses arci orferod at AHtorl/i Fl ight Kervicu? - " ' \ 
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ANSWERS TO "INFO" FILE QUESTIONS ' : 



i 



1. DISC 4244 (?9.30) / , 

^2. DESC 4536 (Pull, grade and sca'ck lumber) : . 

\ 3- DESC 2174 (Few writers can totally support themselves, good for the very talented) 

4. XPLOR 1684 . (Far West Savings, IBM) . . \ ' 

5. PREP 81 X^i^bra, biology, chemistry, composition, health .education, reiidlng, speech) 

6. BIB 2674 (Occupational Outlook Handbook, Dictionary of Occupational Titles) 

7. XPLO'r 9414 (David Douglas Dad's Club, Clackamas Cpunty Sheriffs Of (ice. Lake 

4 Oswego Police Department, Portland Police "Department , Clark County 

Sheriffs Office J Multnomah County Sheriffs Of ficej Ganby Police 
Department) 

8. PREP 31 (Metals, physics, weldings algebra drafting, electricity, geometry, 

mechanics) ' . 

9* DESC 8459 (Indoors with 30 or more pre-schoolers) 

ID* DESC 8454 (Average wage,- $13,000; average maximum wage - $18,000) 

lU PREP 9866 (Formal training at established institutions) ' ' 

12/ DESC 4326 (three years) 

13,, ;,^PRbfi-311 (Most four year schools, several community colleges and several 

/'■^ ' i private schools) ... 

14. PROG 172 (Portland r' Eugene) 

ISr. PREP 78 (Arithmetic and Food Service Cluster) • ' 

16^^' SCH 

•17.' SCH 



21219 (yes) 
218l^\ (2.5 g.i-". 1.) 



18. PROq 319 (i). . ^ 

:19, PROq 317 (skills in camera usage and malntehance, lighting and exposure, film 
; development) 

20.' SCH;49I02 (Flight training) - , ' " . , 
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TITLE: IS IT ALL IT'S CRACKED UP TO' BE??? 

by Dick Sagara Community' Experiences for Career Education ' Tlgard^ 

OBJfCTIVE: To give junior and senior high school students an opportunity 
, to examine speuific occupations and make a comparison between a job advertisement 
and the information supplied by individuals working in the occupation. • 

TIME: Mfiy fsl^e several weeks tg compile all the Information. 

MATERIALS it FACILITIES NEEDED- 

Newspaper advertisements * ^ ^ 

/CIS Terminal and/or Neadlef-Sort ' ' 

Occupational Infortnatlon Printout 

METHODOLOGYr 

1. ' Announce the first day of the lasaon that each person should look through 
tha nawspaper and select at least 1 job advertisement which interests them, 

2. Assist the group in forming small 2^3 people units. Have each small group 
select 1-2 advertisements which, sound moat interesting, 

.3, Have. the students obtain a description of the selected occupationa from the - 
CIS terminal or Occupational Information Printout. 

4. Have students consider if the occupation fits their expectations, based on 
the newspaper information. ; \ ^ ^ ^ 

5. Ask the students to Investigate the CIS "BIB" file and do some additional 
research on the seiected occupations. C*optionaiX ■ - 

6. Have the students use VISIT or ItPLOR files to locate a place to talk to 
someone working in a specific occupation. 

7y Make the necessary arrangements for a visit , ' 

8. During the vlsiti . ; % ^ , . 

a, have students share the advertisement 

b. have students share their CIS Information ' ■ . 

c, have students share any other information they have obtained , ' . 

d. have the students be especially concerned with how realistic t^^ 
advertisement, was . ■ / , ^ ^ , = , 

.9. If possiblH, it would be interesting to have the firm advertising for a 
job applicant go through a simulated Interview with some student^. The 
students and the firm could share pMceptionB, expectations, and information. 
10* If If9 is .accomplished, it would then be ver^ interesting for the entire "^^^ 
, group to hear a description of the intervlaw and hold a discussion. 
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TITLE: STUMP THE STUDENTS 

by Phil Palmer Highland Park Intermediate School Beaverton, Oregon v 

OBJECTIVE^ To acquaint 7th or 8th grade students with the different 
CIS files and the types of information located in them. 



TIME: Any length of time ' • ' . 

MATERIALS & FACILITIES NEEDED: 

1 CIS Terminal ^ . . 

Log-in instructions - ^ 

CIS User's Handbooks (1 for each student) 
Qiestions CSampla questions on next page) 

MITHODOLOGY: ' 

I. rivu unch Htudcint n hnndbook. ^ 

IM. ;!u tliu turmirial in front ol the class and log-In. 
-! iho instructor rcs-jda a question tp the group. 

4. nsing the handbook, the students identify what file and code number is 
ueed*.:d to access information which will answer the question. 

5. The first student with an answer enters it on the terminal. 

6. If the printout answers the question, he scotfes 100 points. If: not, try 
someone jalse's answer. , ' ' 

7. When lorrect answer/is achieved, the instructor reads another question, 
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Sample Questions for Stump the Stiidents 



1, What is Che in-district resident tuition at Mt. Hood Corattunity Collage? 

2\ What high school courses should you take if you are interested in 
social service occupations? . , 

3, Where could I get training to become a millwright? 

4, Is there an lKplorer Post in this comaunity for fire fighters? 

5 , What is the starting salary for nurses in this county? 

6» What work duties are involved during a day on the Job as an operating 
engineer? 

7. What books could I read to find more information about Pilots and Flight 
Engineers? ■> ^ 



8. What skills do I need to become a .diesel mechanl^G^ 

9. Could I study music at Lane Conmunity College? 1^^^^ 

^ ' .. * - - I- 

10, What are room and board costs at a dorm at Southern Oregon State College 
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No* 25 



Portiandj Oregon 



OBJECTIVE: Junior high schOQl students will^ become awara of the daily 
decisions and wnrking day of people in specific" jobs. 



TIAAE^ 2-3*class periods 



AAATERIALS It FAqUTIES NEIDEDi 

CIS Occupational Lnfo-niiatlon Printouts or Wif *^i;rtninal % 
Occupational Outlook Handbook 

METHODOLOGY: 

1, One class period is spent eKplainlng the following steps in the aetivltyi 

a. Using CIS occupational descriptions, the student is to select one to read 

b. The student then writes an entry in a diary Qt_ a letter home, telling V 
about one day or week on the Job, 

c. The students must incorporate^ In the writing^ the information from 
resources^ as well as describe hot^ they personally visualize the job. 
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^ by Sande'^^ Ferrell 



Glenhayen School 
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TITLE; ; DATA, PEOPLE, THINGS 
■ - by j^rllyn Fellers 
V submittad by Sande Ferrell 



Binnsmead School 
Glanhaven School 



Portland, Oregori , 
P6r t land 5 Oregon': 



OBJiCTIVEl To have Junior high studants find documentad information 
on a job and organize the information into a raport, either written or oral . 



■TIME: 3 days to a weak of claas-tirae for preparatioh and 5- rainutae for 
each oral report:^ if given* /' ' . - ' ■ 

Mi^TERIALS & FACILITIES NIEPED^ Ocdupatlonai ^Outlook Handbook 

dictionary of ^.Occupational Titles CIS Neadle-Sbrt or CIS Terming CIS 
User 'srHandbooki— 1 copy of resource sheets for the parson directing . the 
■ adtivtty (sea following page) _ ; ^ 



METHODOLOGYi 

U Teacher explains data-paople-thlhgs functione,^ over, the ^ resource 

sheats^that follow this recipe before bagirining tha activl^^^ . .. 
2, Students are to choose a job title from the ;Alphabetrc^^et in the User's 
Handbook,' considering their preference for working with;peopla, data, or things^. 
3/ Using tha Jobs they have selected "as a topic, students will organize reports 
uHing a variety of .sour^s Including one visual aid.. The report should include 
f ii fo rm/i t Ion imi \ . ■ ^ 

data, people, things relaMonshI,p (to bt' oxpl n i nud l)y 'tliu U\ntrht*r) ^ 
Job tra^niri^ requirements 7 1. , ' . 

salary range ^ . 

adyancemenC'; op port unities. \ - 

employment outlook 
Students should use one visual aid to do one of the fdllowlngi 

a, create interest -in the job . . . - ' 

b, explain a particular detail about the job ' 

c, visualize some aspect, of the job 



b, 
ti , 
d. 
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RESdURCE SHEETS FOR GROUP LEADER 



This explanation of Data s People, Things Relationship 
has baen adapted from Sidney A* Fine and Wretha W* Wiley, 
/ An Inf.roductlon to Functional Job Malysig s pp, 31-41 
and the . Dictionary of Occupational Titles (Third Edition) 
volume II j Appendix A, The material is a resource to use 
in leading "people, Data, Things" by Marilyi> Fellers. 



Data Fnnctlon .Suale ; ^ _ . ' 

Data should be understood to mean info^mtionj IdeaSg factSp and statistics. 
Involvement wich Data is inherent in the simplest job instruction In the form 
of recognizing^ the relationship of a; tool to its function or the sipilficanGe 
of a pointirig instruction. Data are'' ^always present in a task even though the 
major emphasis of the task might be dealing with Things arid/or People. Where 
Things are primarily involved, Data tend to show up as specifications^ Where 
People are primarily involved, Diata tend to show up as information about 
objective events or conditions, information about feelings , or ideas that - . 
could be tinged with objeetive information and/or feeling,. The Data Scale i 
measures the degree to which a worker plght- be expected to become involved - 
with^ Data In, the tasks he is asked to perform from simple recognitiori; 
through degrees of arranging, executing ^ and mbdifylng to recpnceptuaillEing 
the Data. . ^ ' . 



It is. Important to distinguish these functions in a work situation from. those 
occurring dn a learning situation. ' . 

In a sense, every new learning involves synthesizing and hence all subsidiary 
functions = slowly or in a flash. . ; - 



Data Function Scale f 

0 Synthestzing 

1 Coordinating 

2 Analyzing 



3 Compiling 

4 Computing 



5 Copying 

6 Comparing 



QUEST Question I 

16 Interpreting Facts 



17 Organizing and Using Information 



18 Copying, Sortings Putting Things Together 



People Function Scale 



The substance of the live Interaction between People (And animals) is coTipunl-- 
cation*^ In the broadest sense the^ coimnunication can be verbal or nonverbal. 
What gives communication its complexity is the heavy load that messages carry; 
e.g., Data in their objective and subjective forms — ^ the way in which they 
are delivered (volume, tone, accompanying gesture, and the formal rules and ' 
informal customs that govern the context of the communication) , Since there 
Is a large subjective element on the part of both the sender and the receiver 
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of a conmunieatlon, it is very difficult to measure or to assign absolute 
^ _val ue s„oi_pLtim ry__impQ 
interaccion** . \ ' / ; \ 

IWhat further complicates pinning down the nature of specific interpersonal 
bahavior is that affect can serve as a tool for managing oneself in the 
interaction as well as the informational sinsstance of the interaction. 
Affect J as information and as' tool, can occur in the rsimplest^ as well as 
■ the most complaK interactions. For example^ affect expressed as. a 
sdlky manner, perhaps, to gain attention or perhaps to eKpress resentment 
on. the part ot an entry worker, can qtiickly become the Informational 
substance of the interaction, when the supervisor asks nonreactively, 
"Don't you feel well?" and gets a, positive answer, "No, -I don't. My 
child is 111, I should be home!" ^ 

The functions in the. People Scale deal with these complex questidns only 
indirectly. The assumption of ordinality is somewhat Vmore tenuous than 
in the Data' and Things Scales and depends more heavily on role, status, 
and authority which are of ten associated with,, but not necessarily a 
part d^, skills In effect, tfie functions try to capture the variety of 
Interpersonal behavior assigned in various work, situations and are more 
or. less arranged, as in the other scales, according to the need^ in genewlj 
to d^al with increasing numbers of variables and with greater degrees of ^ 
discretion, (The functldn le^st likely to fit this pattern is Supervising, 
which probably could have a scale of its own.) 

Jfeill. in dealing with People! Is undoubtedly as much an art as a methodology, 
and on every level it is espeGlally necessary to delineate the descriptive 
and numerical otandards by which a function can be appraised in the task 
in which it, occurs. This is, true for the slmpiest function as well as the 
most complex, Adralttedlyj measurement in this area is in a primitive., 
state, but significant beginnings have bfeen made* / " 

In delineating standarda for People functions on different levels ^ one 
ahould especially note the cultural boundary conditions and how they 
moderate thfe expression of affect on all levels. We have in mind here 
the rules of courtesy in such a matter as Taking Instructions-Helping, 
diplomatic protocol In various types of Negotlatring, and "rules" of ^ 
i^ehavior in patient-»doctor Mentoring, These cultural boundaries undoubtedly 
have a very definite effect on the prescription and discretion mix of a 
particular functional level. 

People Function Scaler QUEST Question i 



^ 0 


Mentoring * 


14 


Giving Counsel 


1 


Negotiating 


20 


Discussing s Bargaining 


2 


Instructing 






3 


Supervising 


.21 


Instructing, Supervising 


4 


Diverting 




5 


persuading . ^ 


22 


Sellings Persuading , 


6 
7 


Speaking-Signaling 
Serving 


23 


Assisting 



Things 'Function Seaie 
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ihcluding taken-fDr-granted^' items such as desktop pqulpinent (pencils ^ paper 
clips J telephone > hands tamps, etq, ) ; blackboards arid chalk • and cars* 
Physical invQlvement with tangibles such as desktop equipinents etc, may riot 
seem very Important in tasks primarily .CQncerned\with Data or People, but it 
is quickly apparent when handicap or ineptness occurs * An involvement with 
Things can be nanifested in requirements for. the rieatnesSj arrangement, 
and/or security of the workplace. Workers who make decisions or take actions 
cpricerning the disposition of Things (tools, materials, or machines) are 
considered to he working mainly with Data^ although they physically handle 
Things (e.g» J records, telephone^ and. catalogs) , . ^ ^ 



Things Function Scale; 

0 Setting-up 

1 Precision Working 



QUESr Questions^ 
13 Precision Work 



2 Operating-Controlling 

3 Driving-Operating 



14 Operating Equipment 



4. Manipulating 

5 Tending ' 

6 Feeding-'Of f bearing 

7 Handling 



15 Handling Materials 
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yiXLEl 'RESEARCH PAPER ' 
r by- Dick Rumble Adams High School Portland^ Oregon 

submitted by Phil Pdlmer Highland Park Intermediate School 

■ Beavertons Oregon 

OBJECTIVE: For Junior ^and senior high ;ahd community college studerita to 
become familiar with CIS, complete an occupational research paper and have a 
printout of ' Information related to one occupation. , 

■ ' . " ' ■ = " ' ■ • , " ' .'f . " . ' 

TIME* .The students will work ori an individualized basis. The time 
allotment .will need to be flexible, \ : 

MATERIALS & FACILITIES NEEDEb: 

CIS Terminal or CIS Printouts ^ / 

CIS Uaer*s Handbooks \ \ '\ 

= Telephone or. City Directory^ 
" -Copies of research paper outline (see following pages) . . 

METHODOLOGY: 

1, /Select students with a specific interest ^and ability in one subject matter 
area; . ..^ - ' ' ■ . " . \ ' ■ - ^ - . 

2, Encourage the individual to do some further research on occupations related 
to^ his or her area- of interest, ^ . 

3, Student or teacher can obtainr/a . list of occupations related, to the student *s 
area of interest by reading the appropriate PROGRAM file atatemeht or reviewing 
the alphabetical list of occupations in the CIS User^s Handbook. 

4, Ask the student to research one of the occupations^ 

5, Provide the student withi ' ^ - ^ 

a. CIS User's Handbook ' . ^ o 

_ ^b. the outline called Occupational Research Paper (sample following) 

6, Student should complete a research paper using the outline and nmterials 
made available . " . : - 

7, Before students .begin, explain the ihstructions for using CIS and provide an 
•overview of what kinds of information are found in specific files. The following 
sources for the research paper should serve as a guide. 
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CIS Sources for Research Paper 



Cluster 1 Check the flr^t two digits of the four-digit occupation number. 

. Dutiei : from DESCRIPTION file' - " ^ ' ^ 

. Skills : from. PRBPAnATION- file ; < . . . ; . 

' ^ ^ ' ^ / ' ' <^ ■ . . . ■ 

High School Courses i from PREP file for the cluster (PRE? and first two digits 
■ ^- of occupation nun^er) 

Schools i from PROGMM file ■ . / 

Apt itudes r from DESC file ' . ' . 

DcmatuJi from DESC filsi . . l 

Hours : from DESC^file ^ ^ ^ . ^ 

Hazards : from. DESC file, if known ' ^ 

Organisations : f torn DESC file if required : 
Firms : get leads from statements about major;^ typesr of employers in DESC^file 
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'. ' ' Occupational Research Paper T ^ ' 

^ ^ -. = ' ' Nam e " . ^V'" , ■ ---•---- -■t;-;-: 

^ ^ ■ _ . ; ' ■ Dat e , \ ^ ; ' ■ 

Complete the blanks or underlltie either Yes or No. Use additipnal pages If 
necessary. , . \ .. 

^ Cluater the Occupation Is found ±ri/ , 



Name oSr the particular occupation 



Duties of the Job (List minimum of five duties.) 

1. ./^ ■ 



.3. 



r T ^ i . . —^.^ — J — — 

7. " - . . .' - ^ ' : . 

^ ' ' '■ 

Skills needed for the Job (Typing, Cookirig, Writing, etc.') 

3. . ' " ■ , - ' , • - , , *^ 

4 . , _ ■ ■ ■ ^ , - • ' ' . ■ ■ ^ 

What courses in high school would help to prepare you for this Job? 



What' schools offer training for this Job?, 
2. . ; ■ 

•3. - ' : ^ ' ■•' ' .• 
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-Aptitudes needed for the Job (List minimum of. five.) 

!. • ■ ^ ... ' ^ , • . - , ' ' ■ ■ ' . - - " 

:2 ■ ' ; ■ - ' : . ' ' r r . ^ , ^ . i:^ " 



5. 

9; 



10. 



Demand for workers in this Job 

^ Are additionaL^ workers naeded now in this occupationi Yes or No 

^ J . Will still more workers be needad in the future? Yes or No 

Do you consider, chances for employment .in this field bright, dead end, 

' , \ ■ . ; , - or non-eKisteilt? 

(Underline the one which applies and describe briefly,) . . 



EnriUiigH / - . ^ . . 

Beginning wage (Indicate per hour, per week, or per year) 
Other Benefits 

1. , i • . - . 

- 2: , ' ; ' . \ • 

■Hpurs of Work . • 

How many hours on the average .would one work in . this job? 
' : 1. Dall y \ 

2 . - Weekly ^ 



Are there .eeasonal lay offs? Yes or No 
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Health and Safety ' _ » ^ 

. / Are ther^ heal thT hazards Inwlved? ' • Yes or Mo 

I£ so," what kinds? ' . .. 

Employee Organizations of. a full-time worker. v % ' ' .■ , ■ 

Would you be expected to Join a union or other ' employee organizations? , Yes ot~No 

Firms in our town.-or bounty where this type of job would be available. 
(List a minimum of three.) ^atji and address. Be specific. . ' 

1 J ^ ^ ^ ' . - ■ ; , ■ : ^ ' 

2. " " '/ ' " : ' . ' : 

5' - ' - ' ' - \ . ' ^ ' ^ ^ ^- ■ ' 

Sources of InforTOatlon used -to make this study, (List a minimum of three,) 
1.- Titl e , ^ ^ ^ ^ ■ . ' '^ . ' ' y, 

/ Publisher " ' ' 

Date Publishe d ' ^ ' 

^ 2. Title ■ - - ' / ^ /■ , ■ / ■ ; 

. Publisher . . ; \ - ^ ' ' . i ' ^ / V 

Date Published ^ ^ . ' . . ' 

3. Titl e \ ' , V " :* / ~\ 
Publishe r v " ' / . ' \._ 
Date Publishid _ ^ ^ ^ ; , 

Additional Means ^ 

' - - " ' \ ^ . ^ . - : ^ ' 

How does this job Interest you? > ' ^ ' 

Appealin g -Dlsapppintlng No Interest . 

Why? Be specific , ; ' ^ , ^ 
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TITLE' in^ERSTMDING INTERESTS • 

by Bteve Laraon ColmQbla School \ 

- .submitted by Dick Rumble Adams High SGhobl 



jrtlandj Oregon 
Po\tlan4i Oregon 



OBJECTIVE* Junior and senior high school students wili-acquire\self 
understanding of their interest patterns* / 



TIME: 



2-5 hours 



MATERIALS & FACILITIES NEEDEDr 



CIS Terminal or CIS Needle-Sort 
CIS User's Handbooks , 



METHODOLOaYi 

1, Student should complete CIS QUEST. ' 

2, Student should discuss the results with other Students, teachers ^ parents ^ 
and counselora, - ' ^ 

3, The student should then respond in writings to an employment ad requesting 
n person with the interest-aptitude traits he possesses* 

V. In another written assignment , the "student might ejcp lain why he feels he . 
possesses those particular traits ' ' 

" . "^or- 

the student could give this information in the form of an oral report 

/ " -OT^ \ ^ / ' . '-. ■ 

the student could give this information in discussion within a small group. 
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No. 29 



E: ROLE OF WORK 

by Paul Franklin 



CIS 



Eugene j Oregon 



For junior and senior high scHpol students to utiderstand 
reasons, for working and realize unde'r what ^clrcumatanaes jobs are taken. 



TIME: 



2' class ^ periods 



MATERIALS & FACILITIES NIEPED: 

CIS Terminal and/or CIS Needle-Sort 
CIS User's Handbooks 1 



METHODOLOGY: 

1. Have st-udents completa and process the QUEST questionnairea. 
■2 Prom; their subsaquent -list of occupations, have them select five oceuBatlons 
they would like, to anter;and five ocGupatlona they would not like to enter. 
,3. Then have them iwrite a paper on why they value the five, they said they would 
enter, hlghet than the undesirable five. And, have them write under what ' 
conditions "they might find themselves entering one or more of the undesirable 
occupations. , . 

,4. After completion of the exercise, 
interplay of values In job selection. 

5. The axerclse should help students understand what circumstances motivate 
people to take certain occupations (e.g. , 'training, money, background, job 
availability, etc.). ^ 



class discus a ion nay ensue about the 
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TITLEr Vocabula,ry and the World of Wor^ . . " 

^ ^ by Marilyn Olson . .Lane lED ^ Eugena, Oregon 

, submitted by Dick Sagara (CE)^ - Tlgard,^ Oregon ; 

OBJECTIVE: To Inform students of the Importance of a good conmand of 
language to performing in the work world, . 



iEl Enough time so each student may use the Needle-Sort (1 or 2 class 
periods). ^ . * 

MATERIALS & FACILITIES NEEDEDi 

CIS^ Needie-Sort (deck and occupational information prlntou 
' , CIS User's Handbooks (enough for each class member) - / 

METHODOLGdYi f 

1.. Students may work individually ^or in small gr^^ 

2, Have the students use the Needle-Sort to answer Question #10 - "Abiiity 
with Words'* .with ' fairly poor*' (VFP^30) . COccupationa that drop off the 
needle and,.are eliminated are those r that require average or better — ''^f airly 
good"- or "ye^y good;- ^ ability, i.e., verbal aptitude in. the middle or upper 

^third of the population.) : . ; . , ; , .. - 

3, Have each group or individuar choose flva inter-patlng jobs that fall out 
and are ellmini,ted when the question Is answered in this way. ■ ' 

.4; Have the students discuss reasons why they think that an ability Wth 
words is an important factor for each of the occupations.* 

5, ^ Then have each group or individual choose five Interesting Jobs that remain 
on the needle and discuss reasons why. they think that an ability with words 

is not an important factor for each of the occupations,* 

6. The class then may discuss howj.verbal ability relates to a variety of careers, 



The CIS occupational information^ printouts can be a useful resource when 
discussing aspects of job duties and the abilities required. 

NOTES This technique may be used with any interest question tquestious 13-23 
In the CIS User *s Handbook) . I , = ' 
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SOCIAL STUDIES 



The following collection of CIS* Instructldnal materials or 
'^recipes" . has been provided to assist teachers and counselo^rs in 
helping students and clients with their career- information and 
declsion-'making needs. ■ - ^ ' 

This Social Studies section is broad based, and addresses 
the ever-changing ''reiality" of population trends ^ labor market 
shifts and fragile .resource bases. It encourages individuals. 
t6 evaluate their personal values as they affect Job choice and 
location. Considerable emphasis is placed on determinirig worker 
traits and satisfactions that^can hm derived from working. 



r 





RECIPES 


31. 


Cartons of What?? ; . 


32, 


How Well Do You Know Your Parents? 


33, 


Interests 5 Occupations & Employment 


34, 


Not Gold but Sand and Gravel 


35, 


Staff of Life ^ 


36, 


What Shari I Dp Now? . 


37,' 


Where to From Here? 


38, 


Woxker Interest Patt^erns 


39. . 


Physical Handicaps 


40, 


Moving Right Along 


41, 


Necessity is the Mother of Invention 


42,. 


Social Security Card 


43. 


U,SpA, Population Growth ' . 


44, ' 


You Want to Do What Where??? 




Career information System 



OMee ef the Director 
247 HendrUki Hull 



247 Hendfieki Hall " * 

Univtriityof Ortfsn *CIS ±$ prt^Bently being used in nearly 400 schools, colleges, and 
'^"^fsoaflJIlMyV^"'" sDciai ageMy setelngs In Oregon whare career planning Is on^going, 
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Cam&r informatioh SyMtmm . No. 3i 

^TITLEr CARTONS OF WHAT?? . ^ ' \ \ ' ,/ 

\ by Gene Gehrke Wobdmere School Portland, Oregon ' 

\ ,subrait£ed by Cathy WillJ?ains Madison High School Portland^ Oregon 

OBJGCXIVE: develop junior and senior high school studenca' knowledge of ^ 

1) Information given. on the label of purchased- products and 2) the number of 
jobs craatad while daveloping raw resources into finished products, ^ 

\ ■ ■ . ^ ■ , - 

TIME: 2-.3 days , 

MATERIALS & FACILITIES NEEDEDr 

Empty cereal boxes , - 

CIS Occupational Information Printouts 
Dictionary of Occupational Titles . 

Occupatipnal Outlook Handbook . - 

Appropriate sclanca text " ' 

METHODOLOGYi ^ 

.1, Give each student (or each-^group of students) several kinds of empty 
cereal boxes, , » 

2, Ask the students to read the labels and list the information found 
' on the carton* 

3, Ask them to compare the information given concerning one kind of 
cereal with that given about another * : , 

4, Uping the available resourcae, list as many Jobs as^you can whichi 
are. rasponslble fur getting the cereal to your table*/ Use Occupational 
Outlook Handbook^ Dictionary of Occupational Titles and CIS Occupational . 
Information Printouts to find out about occupations listed. 



No 



te: This activity could be adapted to deal with any product or Job cluster. 



150 



teyeloped to h^*1p Implement CIS — Reproduction/ Rights Grantid" 




Career Inforrnatidn System No. 32 



TITLE: HOW WELL DO YOU KNOW YOUR PARENTS? ^ 

by Dick Rumble Adams High School . Portland, Oregon 

OBJECTIVE^ Junior and senior high school students will list interest 
patterns of th'eit parents and^ speculate on the effect of those interaat 
- patterns on their job satisfaction. ^ ^ 

TIME: 2 class periods, and time for discussion '.between, student and parent 

MATERIALS gi FACILmES NEEDlbr 

CIS Terminal or CIS Needle-Sort / ^ ^ 

CIS User* s Handbooks < \ . ■ ' <^ 

MrrHODOLOGYi 

!• This activLf,y may precede or follow the students* use of QUEST, 

2^ Scudents should list 5-6 interest patterns of one of their parents, 

3, Students should interview theit parent to identify interests the parent 
feels he or she possesses, . 

4, The students should attempt to match parent interests and Job requirements 
using" questions 13-23 in the QUSgT, . 

5, A follow-up discussion would take place in craSs, when most Students have " 
completed their interviews, , / . ^ 
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TITLE* ' INTERESTS, OCCUPATIONS & EMPLOYMENT 

by Cathy Williams Madison High School - Portland, Oregon 

OiJiCTIVEi Junior, high school students will identify occupations that 
intarast thera and then, using telephone directories, identify specif ic 
places where one might be employed in the occupations, ^ . 

TIME: 2-3 days " \ . ^ 

Mi^ERIALS^^Ei^r^^^^^^ 



CIS Terminal and/or CIS Needle-Sort ^ 
Telephone directories 

)a local, state or even national 



METHODOLOGYi 

1, Students will fill out -QUEST p 

2, They will obt£.in a list of occupations and perhaps Identify some interest! 
and aptitudes they possess. , . 

3 2 Using a telephone directory, student SjvhIII list and/or plot on maps the 
possible sites v;here one of the occupations on their list Is located'. 
4. One more step could be to plan site visitations, .. ' / 
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TITLE: NOT GOLD BUT SAND AND* GRAVEL " 

by Jan Goddard Iferysville School. Portland, Oregon 

submitted by Cathy Williams Madison High School Portland Oregon 

OBJECTJVEl Junior and senior high and community college studante will^use 
deductive raasoniug and simple research to figure costs and implications of" ^ 
hauling or importing- sand and gravel into the Portland-, Oregon, area if supplies 
of this resource are exhausted. The costs of this hypothetical problem will be 
calculated with 90% accuracy, 

TIAAE: ' Approximately 1 w4ek / ' \ 

^MtglAiS Ji^MCiLmES MEE 

Portland and vicinity Dietionary'of Occupational Titles -- Occupational 
Outlook Handbook — CIS Terminal and/or CIS Needle-.Sort— Booklets prepared 
by the Oregon Geology Lab (obtain from State "Office Bldg., Portland — 
Speaker: Dr. MaBon, state geologist on topic of Problems of Natural Resources 
*j ^"'^ gravel mining sites.— simple map of area mining sites. 

METHODOLOGY- f 

1. Teacher will lead a discussion concerning Where the sand and gravel 
in our area comes from. / 

2. Students,' are asked to list occupations , involving mining sand and gravel 
and locate soma mining sites. ■ 

3: An outside speaker may be invited to visit the class and discuss natural ' 
resources, providing general background. 

4. Next students are asked to list industries that' depend on sand and gravel 
(e.g. road building, home construction, concrete manufacturing) . ' 

5. .Then students are asked to calculate costs of present sand and gravel 
Industry versus theAcost.lf the existing supply of this, resource in the area 
was exhausted and sartcl and gravel' had ,to be- Imported. ' ■ 
.6.^ Some students may wish to undertake a research project to determine from 
nn economic point* of vie^ how "bne selected industry using sand and gravel 
made it^ --The -research wlM-iead in , 
Oregon , \ . ' ■ , 
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Career information System 



No, 35 



TITLEl STAFF OF. LIFE 
" -by Jan Goddard 

submitted by Cathy Williams 



Marysvilla School 
Madison High School 



Portlands Oregon 
Portland , Oregon 



OBJECTIVE: 

Each high school science class participant will research 
and list no less than 6 jobs in farming and harvesting of food, 6 jobs in farm 
equipment (relatad) industries, and 6 Jobs in the wholesale marketing of the 
above products. /- " 7 ... . , . 



TIME: 



2^3 days 



S^FACtLITIESNiiDED.=^-^^^ -^^^ 

Speakers ^ ^ , a.* 

Field trips. - ■ 

, CIS Termlrial and/or CIS Needle-Sort ' ^ \. . 

CIS User's Handbooks - . 

Librarv facilities , ^ 

METHOPOLOGY: 

J. cl,ass discussion will be held in which the teacher will assist the class in 
tracing a farm product from seed to market, ^ -'^ V" 

2. During this discussion, emphasia will be placed on the Jobs involved in 
farming & harvesting (e* g. , farmerXp soil conservationists ^ seed salespeople). 
Jobs, involved in farming equipment; (e J g., tractors. Irrigation, mechanics), and 
jobs involved in market ing (e . g, , canneries, exporters, distributors) ; ' 

3, The students will then be asked to research 6 jobs in each of the above 
mentlQnad areas, ■ ' 
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TITLE* WHAT SHALL I DO NOW? 

by Dick Rumble . Adams High School Portland, Oregon . 

OBJiCTIVEi For junior and senior high school studente to become aware that 
occupations can be Gloseiy, related ^and that occupational worker traits may overlap. 
They also learn to gather data to make decisions: - - ~ ' ■ 

TIAAE; >. Approximately 2 days . * ^ 

MATERIALS & FACILITliS NEEDED: 



--^7 j^g-^'jg^^j^^j^Qy 4^5nReedTLe-Sort 4ecks ^"=^--==^-^-^^==^=— ^— =— 
' ^ . CIS User's Handbooks -- 

Persctnal history (sample follows J ^ . 

Occupational Outlook Handbook ' 
Dictionary of Occupational Titles ^ 

METHODOLOGY^ 

K Give each class member a copy of' Jack's personal history, (Sample history 
fol Lows) ' 

21 Arrange the clasB In small grcmps (5-6 people), ' 
/J, ^ Ask each group to complete QUICST for Jack .using the information provided* 
Groups will likely need to negotinte answers, 

4, Each group should take a completed QUEST to the terminal or needle-sort 
deck and obt^ain a list of occupata ons ' f or Jack, They should also get an 
appropriate occupationa L description and preparation program arid school 
Information, ' . " . - ■ . T 

5, Hold Small group or classroom discussions concernin| decisions Jack should 
make 

6, In another session have the groups discuss th^. discrepancy in QUEST 
reBponses among groups and the reasons that the occupation, programs ^tc. 
one group, selected might differ from those of another group. 
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^ Personal HistOTy of Jack / ' 

Describe the following sltuatton to Che group: / 

Jack is a nineteen year old senior. His grades are average, but hf 
is a very bri ght -p e r s on , He is interested ^^machanici , arfd several 
pedpre Mv^ e^iico him to Becoine a^mechanicai engineerV The thought 

interests hlnis but he wonders if he has enough math background (second ; 
year algebra), and whether or not he wants to, go to school that long. 
Jack is from a large family,, with only an average income, and he also 
has. some concerns about the costs of his education, / He also likes 
the out of doors and thinks he might like to work outside in a rural 
area. What should Jack do? , 



Teacher's Note: The history may be rewritten to deal with almost any 
subject area, 



o • ■ 15.6 
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TITLEr !-/HEPE TO FROM HERE? ' 

by. Norman Barney Clackamas Community College pregon City, Oregon 

OBJECTIVE^ ; Students will ralata .their personal . values to the work world ^ 
and to an occL'pation of Interest," by using CIS. * 



TIMEl 2=3 days 

:M ATER! A LS &.mGI LJTl ES N EED ED: 

CIS Terminal or CIS Needla=Sort (de 
CIS User^s Handbooks 
"Deciding"' (if; available) froni CEEB 



^ ^"""1^"^^ " Needla^Sort (deck & occupational information printout) 
CIS User's Handbooks 



METHODOLOGY1 

1. Each, student- is given a User Handbook i asked to writ's down 5 occupation 
titles, in which he/she'haa an Interest. (Refer to pages 8-13.) 

2. The teacher can then lead a discussion of the' relationship of personal 
values to the ailectlon of occupational choices. The CIS QUEST questionnaire 
and/or materials from the College Entrance Examination Board's Decld lnR 
program may be used to stimulate diacuasion. Whatever the case, values like 
prescige, living location, money, leisure time, etc. should be related to 
occupational choice-making, • ' 

3. Have the students complete the QUEST questionnaire and discuss each of the"' 
questions in relation to value identification and to their personal objectives 

Assign each student to then go through the computerized or needle-sort 
version of CI^ and (a) complete QUEST- (b) find out "WHY NOT" any of their ' 

and'^elu^L'^ °" ^^^^ ^ occupational 

and^ducational inforn^tion conc^rnlnrTSccupStlMra 

5. After each student has used the System, a class discussion should ensue 
dealing with thfc following questions: Did your pre-selected occupations ' show 
up on your list? If not, why not?. What new occupations did you discover that 

^n^^ if ""t m now?., etc. Students- could be asked to write a paper- on 
the foregoing, . , k h 

NOTEr The teacher needs to be familiar with QUEST and the relationship of the • 
questions to vtrious occupations as well .as with relating personal values- to 
occupational chuice-making. ' > 
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TITLE: WORKER INTEREST PATTERNS ' ' 

by Marilyn FellerB Binnsmead Schpol Portland, Oregon 

submitted, by Dick Rumble Portland Public Schools Portland, OrBgon 

OBJECTIVE: ' 7th and 8th. grade students discuss and realize the relation- 
ship between inCerest . patterns and successful employment (or settling). 



TIME: 



Jl class period 



MATERIALS-&-PACILITiiS NEEDED: 



CIS Usyr^s Handbooks 



METHODOLOGY: 



1. Students will be given the following imaginary situation: 

Imaglna that twenty people are going to establish a community 
^ / iri Alaska. There is nothing there now except some buildings 
that. GDuld be used for temporary living/ There is poteritiai 
wealth in natural resources, Jrecreation and tourism, and agriculture, 

2. They will 1: hen be asked to liscUhe Interest and aptitude patterns important 
to the "settlers'^ in order for the settlemant to be successful, ' ■ 

3. The teacher can- use .QUEST as a Stimulator for class discusslon,v ranking 
Che importance of traits, i,e,, can lift weights, prefer to work out of doors, 
working with people, etc, p I ' . 
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TITLE^ PHYSICAL HANDICAPS: ARE THEY JOB HANDtCAPS?? 

by Marilyn Olson Lane lED Eugene, Oregon 

submitced by Dick Sagara (CE)^' , Tigard, Oregon, 

OBJECTiVE: For Junior & senior high school students to become aware 
of how they feel about the productivity of a handicapped person. 



1 or more class periods. It is essential to the success of the 
activity that each student use the needle-sort, ■ ' 

^MJ^ERIi^LS A FACILITIES-NEEDED 

, CIS Needla-sort ' " 

, CIS User's Handbooks ^. ' ' , 

Worksheets (sample on following pages) ' 
1 Occupatiohal Information Printout 

METHODOLOGY. 

1, Have the students work individually" qr In small groups, ' 
.2.. Have the students pretend that they. have a certain physical handicaps 
sJ.ght, hearing, little or no use of legs, arms, etc. It might be effective / 
to go into a simulation exercise with the students actually going about 
theif dally lives with such a handicap. 

3, Have the. students describe in one or two sentences , the handicap that they 
have chosen. It is important that they record . hoiyf they view the handicap - 
What things can they do? What things .are they unable to do? How do they feel 
.4. Have the students select questions from QUEST^that are affected by the 
handicap and list the questions and appropriate answers on the worksheet, 

5. The students should now use the needle^sort deck arid sort the cards. " 
Have them list 5 of the "best"' jobs that were lost from the deck, ^ 

6. ^Hava the students list 5 "Interesting" Jobs that remalried on the needle. 

7 V Ask ^hft_stjjdents_lf„.th - the_reaul-ts*— ls^fr^a-^good^dea-for=- 

employers to hire the handicapped? , 

8* Class discussion may ensue following the completion of the exercise. 
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NEEDLE-SORT/CAREER AWARENESS and EXPLORATION Name 

Physical Handicaps: Are They Job Handicaps??? 

Pretend that you have a particular physical handicap: sight, hearing, mental, 
little or no use. of legs, arms, etc. Describe your handicap in one or two 
sentences; . ♦ 



Which of the 24 questions would be affected by your . "handicap"? List those 
.questions below, and the appropriate answer. . 



)uest Ions 



HKampiu: I Lirting 



Answe rs 
No 



Now put your needle through the holes for the questions listed above and list 
some of the "best'' jobs you would lose from the deck. 



LiHl liiterList I ng Jobs that remained on your needle after all .these questions were 
nnHwurud. Vrom what you have 'dlscove red here, do you think it ' a n good idea for 
LMnpInyurs to hire the handicapped? , ' . 

Jobs left, ' Comment' ,. ■ ■ 
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TITLE*. MOVING RIGHT ALONG 
by Alice Brown 



Wilson High School Portland, Oregon 



OBJECTIVE: ,Tq help junior and senior high school students realli^e that 
due to our mobility today the movini industry is big business and offers many 
opportunities for careers. ^ Students Wll be able to name several companies 
offering different types of service Ce.g., U-^Haul, Long .Distance, Hoving and 
Stor||pj etc.) and list jobs associated with each, ^ ^ ' 
llAflt: . Approximately 1 week \ „ 



MATERIALS & FACItlTIES NEEMDr^^^^^^ 

CIS User's Handbooks — Telephone Book — Speaker Field Visl^— Occupatlbnal 



Outlook Handbook 



\ 



METHODOLPGY: \ 

.1. Discuss the .rapid increase in number of fainilles on the move in our country 
and the reasons, such as company transfers, better Jobs, health, change in ■ 
family situation, etc. \ . 

2. Ask the students to obtain iriformation about the kinds of jobs available 
in moving companies and opportunities in the field tiy checking telephone 
directory for names of- companies or by visiting two' different types' of movlna 
companies (U-Hi-ul and standard type) . 

3. Have the students, through use of Career Information System Terminal or 
Needle-Sort, obtain further information about each jobr training or education 
required, schools in Oregon that offer this training, etc. 

4. Invite a speaker from a local .moving company to brdng" a film and to answer 
questions about the opportunities in this business,- \ 

5. Then ask stL-dents to exp lore occupaeinnH in which move's are frequent ■ ^ 

(e.g., company transfers, seasonal fartn workers, etc.). usiiig CIS and or 
Occupational Outlook Handbook. ' ^ \^ . , ■ 

6. Explore with the students' how a, person needing to. move might best make 
use of the services discussed In instruction #2. (e.g., by comWing prices, 
types lof services available, by fitting type of service to the, person's ' 
Specific needs, etc.)' ^ 
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. TITLEl NECESSITY IS THE MOTHER OF INVfiNTION - AND TOMORROW'S JOBS 

by Alice Brown Wiison High School Portland, Oregon 

* ' ' ' \ 

*. ■ * ' ^ 

OBJECTIVE: To help junior and senior high school students realize how 
scLSfJf^*"^"- disappaar because of changing styles and condltiins, 
scientific discoveries, inventions, etc.. and to know that his/her future ' 
occupation may not yet be in existence. rucure 

TIMEr 1 weak 



ERI ALS & FACI tITI ES NE ED EDt 

Neadle 
Magazines 



CIS Terminal and/or CIS 
- CIS User's Handbooks ~ Occupational Outlook Handbook — 
rent St Old) ™ Newspapers (Current & Did) — Library 



METHObOLOGYi 



1. Using textbooks, magazines,, newspapers, and library resources, ask student 
to find names of two jobs that have disappeared. Than ask student to find 
^wo jobs that have been created in the past five or. six years and one job 
just, now emerging - a Job of the future. These should be in a career area 

in which he/she is .interested. , 

2. A report an the two existing jobs and the job of the future should be ' 
prepared using Information from the periodicals, the available reference ■ 
books and the Gareer Information System (including occupation description, 
preparation, training program, and school files). . " " 
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t SOCIAL SECURITY GMD . 

by John Callas . Marysvllle School Portland ^ Oregon 

submitted by Vickie Gardner Hillsboro High School Hillsboros Oregon 

OBJECTIVE: Junior and senior high school students should gain insight " 

into the reason for Social Security cards, gain experience in filling out the 
appliGation form, and gain eKperience in choosing a job, - 

TIME: 1 week plus 1 or 2 sesaions 



^/^ERIAtS^^FACItlTlfS NEEDEDr - 

CIS Terminal ^ ^ ^ ^ . 

CIS User's Handbook* ^ , 

Social Security Card Application 
PampKlets from Social Security office 
Optional: Speaker from Social Security office 

METHODOLOGY: 

1, Students will first hear a speaker from the local Social Security office 
and/or go oyer the pamphlets explaining the Social Security program; A 
quiz could be given on this information* . 

2, Studertta will be instructed in .how to fill in the .information needed to 
complete the application card. 

Potential Problems i 

Sk., mother's maiden name , ■ . 

b. year born (not this year) ' / ■ 

e / in ink - , 

d, legibly printed / , , 

Bp use legal names - no nicknames 

3, Students will complete application card. " , ' 

Av.^ Stujdents will jdiacuAS impprtance^ of work in one ' s llf e_and„ 

importance of finding a job suitable to one's interests^ "abilities and lifestyle, 

5. Students arc instructed in the use and purpose of the QUEST and assisted, 
in filling out QUEST, ' 

6. Each stu'dent is helped to go through QUEST and obtain a list of occupations* 
7,. 6-8 weeks later each student hands in a paper containing his/her Social 
Security number and 3 jobs he/she is interested in (from the QUEST), 
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U.S.A. POPULATION GROWTH / 

by Paul Franklin CIS Eugfene, Oregon 



OBJECTIVEi To understand the ef jfacts population growth arid shifts 
in the labor market will have on a student s choice of a career. 



TI^AE- ApproKimately 1 week , ' 

MATERIALS & FACiyTIES NEEDEp: 

CIS Terminal .and/br CIS Naedler^Sort / 

CIS User's' Handbooks / 

Occupational Outlook Handbook / ■ , > 

Dictionary of Occupational .Titles ' = , 

AAETHODOLOGY. 

1. Students complete QUEST. ' - ' ' 

2. From their list of occupations, they select 3 they sight like to pursue, 

3* Using occupational descriptions ^ PREP, and other sources, students research 
the long-range occupational outlook for their 3 qccupitions* . . 
4* Students then write a paper explaining their findings including and 
projected employment trends; what factors will influence future trendsi and 
what factOT^s might change the employment forecast, etc. 



/ 



NOTE: The teacher may integrate research skills into this exercise, 



- / 
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atiqn SYStmm^^^^ — No: 44 ~ 

Et ^ YOU- WANT TO DO WMT WHERE??? . - 

by. Sanda Ferrell* = Glenhavan School Portland, Oregon 

OBJECTIVE: Junior and senior high studenta shall become aware that choice 



1 class period' 



MATERIALS & FAGILITIES NiEDED. 



CIS Uiar^s handbooks 
CIS Needle-Sarr deck> 



METHODOLOdYi 

^1, Organiza atudents into amall^groupa ^ each group with a needla-ao.r.t 
deck. ' " . / ' 

Using the (deck and naadlej each student ^ should answer ^questions 4 
and 5 (region and city size), " " / w 

3-. Stydents' will then look through the remaining deck ^ placing the cards 
in piles of interest levels (good, fair, poor for example)* 

4. Looking through the- good pile students should aaki Are the. jobs I am 
primarily intaresued in at this time in^ the pile? If not, it was my choice 
of location/ Am I willing to live in another region? Am 1 wiliing to 
change the sirse of the city In which I live and work? ^ 

5, Some atudents may 'want to sort their choaen job from the discard deck 
if they don't, have it in their piles. and re-evaluate iheir answers based 
on new information. , ^ ^ . 
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TITLE-^ CQIG^ARING FUTURES IN SCIENCE 

'by Carolyn Voit Wilson High School ^ Portland, Oragon 

OBJECTIVE^ To have high school and conmiunlty collage students compare 

;2_reUtad ^cuRatlqns extent education and. preparation 1 

affect aarnings and opportunities for advancement In the field. 

TIME^ 3 days, to 1 week , : 

MATERIALS & FACILITIES NEEDED: „„rt.h«ts (.a.pie £oii„„i„g) 

CIS Terminal and/or CIS Needle-S,ort— CIS User 's .Handbooks — Occupational 
Outlook Handbook --Career Canter resources (If available) 



METHODOLOGY: 

1. Teachar dlstrlbutas. a worksheet and. a CIS UserVs Handbook to each student. 

2. The students are asked to choose 2 science related occupations one 
requiring 2 or more years of education beyond hi gh^ school,' the other requiring 
less than 2 years training* , = , . : 

3. Students are encouraged to use the career center (if available j and the 
library to supplement information gathered from CIS* 

4.. The students will work on an individual basis for approximately 1 week 
(or .less) and then a class ' discussion will be held to exchange findings. 
5. ' A visit to a ^ob site could be a very valuable addition to the previous 
activities^ ' . ■ ' 

' " = '' ' ' ' ^ ^ ^ . 

NOTE: Sample worksheet: on following page suigested by Alice Brown, Wilson 
High School, . , 
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Science Related Occupation 
(2 or .'more years*, beyond high school) 



Wage Range 
(hour V week, 
Inonth) 



#45 - page 1 

#2 Science Related' Occupation' 
(Less than 2 years training) 



\Houra of Work 
^(day , week, month) 



Vacation 
(days, weeks, 
per year) 



Union or License 



EducaC ion 
raquired 



Spacific^ High SchooL 
courses 



—Outlook over 
naxt 5--j0 years? 



Disadvantages 



Opportunity for 
Advancement 



Where car^/ you 
get training 
around here? 



Where you 
would work? 



Job Securicy 



PursonnI 
(fiia I it i en 



Hut 1 nmunt 



(niit iiiiKi I ) 
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TITLEi OUR mmm environment 

" ^ by Jan Goddard Maryaville School Portland ^ -Orligon 

submitted by Cathy ^Williams Madison High School Portland ^ Oregon 



OBJECTIVii 

To acquaint 7th & 8th grade students with ecosystems . and 
^the-^obs-and-job— descElptdons— Ealatad-t,o-a— few-selea^^ 



TIME: 2-3 days 



MATERIALS & FACILITIES NEEDEDl CIS Terminal or CIS Needlte Sofr 
with occupation information ptlntouts — CIS User's Handbooks— List of 
acqsys terns ~ Fob tar paper ~ Magas^inea — Scissors If glue -= Felt Pan 



METHODOLOaY: 



1* The class is presented a list of 10 ecosystems/ 

2. Each student oelects one/acosystem to be the topic of a collage and research* 

3. Th^. ^t^udents are. to make 1 collage each representing their selected ecosystem 
(e.g.j fishj birds, water, citieSj sports), 

4. The student must then determine the jobs related to that eeoaystem. Have 
students use CIS occupational files for their research. 

5. Students are then asked to make a collage representing those jobs and to 
write a .report including the job descriptions* 

6. Terminal time or availability ^of the needle-sort and occupation information 
printouts will be necessary resources to be planned in advance* 
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TITLE*. VIBWMASTER . \ " 

by Jan Goddard Marysvlile School /Portland, Oregon 

submit tad by Cathy Williams Madison High School Portland, Oregon 

OBJECT! VIE! To give students an opportunlty to view t . 
making Industry and evaluate the processes involved. 



TIME: 2-3 days 



MATERIALS & FACILITIES NEEDEDi 



Field crip arrangements to GAF Corporations, Progress ^ Oregon 
Occupational Outlook Handbbok / 
Occupational Information Print,but8 
CIS Terminal, 
CIS . User's Handbooks 



METHODOLOGY: 



U Each participant pf this science flild trip will; 

a, observe the process of plistlc lens making (also plastic cases) 
, b, observe the packaging prpiesses 

c* observe the recycling of plastic waste products 

d, summarize no legs than ten job activities observed in the processes 
.2. Students will relate process of making plastic lens, grinding, polishing, . 
etc, in a short report. ' r v ■ ^ ^ 

3. They.. will list special skills requited and special precautions employed to 
prevent' flaws or scratches in lens maklkg. - . ' 

4. If only a small group attends, the^ will relate their report to the balance 
of class who didn't have the opportunity to observa the processes, 

5. Students will compare their observations with th^ information available - 
through CIS concerning the jobs* preparation, descrlptionSj programs, etc. 
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TITLE; Our Feet on the Ground 

by Jan Goddard ' Harysvllle , School ; , Portland, Oregon 

submitted by Cathy Williams Madison High School Portland, Oregon 



OBJECTIVIi 



To acquaint science studentB with the many occupatiqnal 



specia l ties that axlst^i thin tjie natural sc jUn are a p f_geolog 



TIME 



* 1 week 



MATERIALS & FACIUTIES NEEDED: i 

CIS' Occupational and Program Information Printouts ' 
Occupational Outlook Handbook ■ 

Dictionary of. Occupational Titles, Vol. I, 3rd Edition 
School catalogs, telephone directories . 

I^A^fiH^DOLOGY^:'^"^*^ optional 

This accivltx is designed to give studentB an Idea of the many specialties 
that may exist within a general. occupational title like "geologl2L " The 
Instructor may wish to mention to the class that "geologist" Is /a very small 
ocoupatlon, however, and each of the occupational specialties t^t the class 
will work on in this exercise Is even smaller. In 1975 approxlWtely, 116 
geologists of all types are employed in Oregon (dr .012X of the total numtier 
or people employed In the state). . 7 , ' 

1. Have, students each choose three types of geologists from4he accompanying 
list for research, . / *, 

2. For each occupational specialty, have the student state.- 

a. the tasks performed by the geologist in the apecfalty 

b. how the geologist serves industry and/or society / 

c. some of the opportunities for technical assistant positions 

3. Suggest, the following resources for students' research': 

•i. Career Information System's occupational printouts (DESC 2626 ' 

Earth Scientists and DESC J914 Pedroleum Production Workers)- and 
program of study printouts (PROG 526 Geology) / ' ' 

b. Occupationai Outlook' Handbook (see "Environmental Scientists" and ■ 

Petroleum Ceologiscs. ") / 

c. Dictionary of Occupational Titles ,. Vol ." I , 3rd Edition (see 
Geologists," p. 331). / 

4. Field trips or speakers (geologists) may augment this activity. 
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GEOLOGIST SPECl^TIES WORKSHEET 



1* Petrologists^ 

D^o/t, 024 •081, 066 

2, Volcanologists 
D.O.t; 024.081.086 

3, Geotnorphologists 
D>0.T. 024^Ml,g30 

■ 4. Paleonto la gists 

D,0.T. 024,081.062 

. 5. Stratigraphers 

D^O.T, 024.081,078' 



10. 



Geological^ Oceanographers 
D.O.T/ 024,081,054 

MinaraTogists 
D,0.T. 024,081.050 

Geophysiclsts 
D,0,T. ^024.081.038 

Petroleum geologists 
D,0.T. 024.081,022 

Hydrologlsto 
D,0.T. 024.08L.046 



For thraa of ^^thff^aboVa bccupational specialties, provide the following: 

* Tasks performed by the geologist in the specialty 

* Waya the geologist servfes industry and/or society 

* Opportunities for technical assistants in the specialty 
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TITLEl WHAT A DIFFERINCE MATH mmS 

by Vickie Gardner Hillsboro Senior High 



Hillsboro p Oregon 



.OBJECTIVEl Students will know what careers are open to them if they 
-have-hi:gh~averagefTOt^lQw-^math--abid±t ~ — 



TIAAE* 2-3 class periods 



MATERIALS it FACILITIES NEEDED: 



CIS Xerminal 

CIS User's Handbooks 



METHODOLOGY^ 



'1, Ask the class what difference math knowledge makes in career choice* 

2. Have class make lists i \ ^ ' ' 

a, occupations^ requiring high math ability 

b, occupations^ requiring average math ability 

c, accupatldns requiring little ma'th ability 

3. The students and teacher compiete 1 QUEST, marking NVG for question 11, 
They obtain a list of occupations , . ^ ^ 

4* They repeat the process responding NFG for question II, and obtain a list, 
5'. ' Again repeat' the process responding NFP for question 11, arid obtain a list, 
6. A class discuasion ensues in which the emphasis is place on "what a 
difference math makes" in occupational choice, _ 

NOTE; This same exercise can be used by an English te acher usi ng question 10, 
a counselor using question 7 with potential drop-outs, eta. The important 
aspect of the exercise is to ke^p all responses consistent jexcept for the 
experimental question. By comparing the different lists of occupations 
obtained by varying the responses^ to the experimental question, the importance 
of ihat aspect^on occupational choice can be discusaed. 
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TITLED 



MATH & OCCUPATIONS 
by Marllya^Q;laon 
submitted by Paul Franklin 



Lane lED 
CIS 



Eiigane ^ Oregon 
Eugene, Oregon 



OBJiCTIVE: To inform junior & senior high school students of the 
.ralatlonship^betigaen_compatency~in-using numb^ 



TIME: ^The time necessary for each inidlvidual or every small group to 
use the needle-sort (30 minutes to 1 hour).- - 

MATERIAI-S^ FACILITIES NEEDBDr 



CIS Needle-sort decks 



METHODOLOGY: 



1. Organize class in small groupSj^ if you wish, 

2. Instruct the students about how. to use the needie=sort deck, 

3. Using only the question "Ability with Numbers",'^ student s are instructed 
to" respond Fairly Poor - (NFP = 32). ' ^ / 

4. Ask the. students to select 5 occupations of interest that were eiiminated, 

5. Have students write why math is important for each of the selected 
occupations* ' » ' 
6* Class discussion may ensue. = 
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TITLE: 'measuring TOOLS ■ ' \ ■ ^ ' ^ 

by John Harris Blnnsmead School Portland, Oregon 

submitted by Cathy Williams Madison High School Portland, Oregon ■ 

OBJECTIVE: For 7th and 8th grade students to become familiar with 

_measuring_tools„and_.±heir-^use.,--and^ 

require the use of such tools. 



TIME: 



MATERIALS & FACILITIES NEIDED: 

CIS Terminal and/or CIS Needle-Sort, 
An assortment of measuring tools 



METHODOLOGY: 

I* Students will use the measuring tools, 

2. Students are to maka a list of seven occupations that require the use of 
measuring tools* ' , ' 

3. Students will research two occupations of their choice including Job 
description and training information. 



EKLC 



.Deyeloped to help implement CIS 



Reproduction Rights Granted 




ear Information SYstem r No. 52 



TITLE: Finding Out About P,E, Careers ' 

by Sam IgnaEEltto < Lent Schpol Portland, Oregon 

and Dale- Langley Binnsmead School Portland,' Ortgoh 

, submitted by Cathy Williams Madison High School Portland, Oregon: 

OBJECTIVir Students identify and describe thrae different occupations, in 
the P.E. area, identify education requirements and poor high school training 
programs. ^ ./ 

TIME^ 'I week ' = 

MATiRiALS & FAGIUTIB W ^^^^^^^ 

CIS Occupational, Program and School Information Printouts 
CIS User's Handbooks (Needle-Sort vergion) for each student , ^ 
Student Interview Forms (see attached sample) ^ 
Camera (optional) ^ 

METHODOLOGY: 



r. Pass out to each student a copy of the CIS User's Handbook,. Have students ^ 
search the occupational list itpages 10-15) for occupations related to P,E/or ^ ^ 
read them the list of occupations below and. have students Wrk the appropriate ^ : 

occupations in their handbook for later reference. ' .. " 

SELECTFD OCCUPATION S RELATED TO PHYSICAL EDUCATION - ; . ■ - • - 

8 122 ..Chiropractors ' ' ." ~ ' ^ ~, . , i /: 

" 8458 Educatidn. Program Specialists (in P,E. area) ■ . >: 

8126 Health Therapists (including physical therapists) : 
9868 Professional Athletes ^ / 

9824 Hadio 6f Television Announcers (sportscasterg) . ^' 

8488 Recreation Aides . , ■ \ 

8486 Recreation Leeders ^ 
8482 Recreation Prcgram Directors - ' . ' 1 

8456 Teachers, Elementary ^5r Secondary (P.E. teachers) ' ^ ' 

2176 Writers & Editors (sportswriters) ' -V 

2. Then have student's mark the Programs of Study for Physical Education (PROG 235) ^ 
- and Health Education (PROG 232) from the handbook list (pages 16-20)/ ^ . ' 

3. After students have marked these occupations and programs in their handbooks ' 
have them get into groups (2 to 6 students) and choose three occupations for resear^hV' 

4. Using printed Information (such as the CIS occupation, program and school print-/ 
outs), students prepare short descriptions of the three occupations, Idenclfy the t 
major education requirements for each occupation and. identify , when appropriate to " "^ 
the occupation, two or three post high schuul training programs, 

5. Students then arrange visits to observe the three occupations chosen. (In . ' 
Lane County^ students can be referred to the VISIT file.) ' ^ ■ ^ 

..6. Students may use the questions on the interview outilne (see following page) co - 
construct their own interview form. Students then interview a person in the field ■ " 
= for each occupation chosen. Pictures add interest to the activity (optional), *: . . ? 
7i After all Interviews are completed, class members compare their interview 
qbser ^tiong wl^h thsir rese/^rch iiito tho nrrtipatinnR. " ' " . C 
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STUDENT INTERVIEW^ SHEET 
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Questions for an 
Occupational Visit 



Ydu may want to visit someone and calk about a' particular line of work. 
You nay also^be able to see, where the person vorSa* Host people like Co 
talk about their workp so you. do not need to be nervoiis about ^contacting 
somaohe* -"^ ^ 

I ' ^ ■ / 

Before you go £ot the vlsltp you should beco^ generally familiar with 
She e'ccupation. The OCCUPATIONAL DESCRIFTION or other material will 
help you* \, . 

.THE FOLLOWiNG ARE BOm QUESTIONS WHICH ARE qpTEH USED IN pCCUPATIONAL ' 
INTERVIEWS!/ . ■ ^ 

1. imat Ifl your Job like? ' ■ ^ 

A typical day^ What do you do? 
^ What kinds of problems do you deal with? ^ 
What kinds of declslonB^do you make? 

2. What are the most imporcant personal satisfactleni and 
dissatisfactions connected with your occupation? 

3. 'Wiat social obligations go along with a Job in your 
occupation? ' ' 

Are there organisations you are expected to Join? 
Are there other chlnfs you are expected to do 
outside of work houre? 

4. Whrt chings did you da before you entered this occupation? 

^Ich have been most helpful? 

WJiat other Jobs qan you get with the samp background? ■ 

5. Wliar Vorts of changes are occurring in your occupation? 

6. How doep a person progress in your field? 

What Is the best way to enter this occupation? 
What .are the advancement opportunitleB?^ . ^ 
What are the major qualifications fot success 
in this particular^ occupatloi? 

SOhffi CAUTlDKSi' ' = 

There are other . rcsaurces for personal counseling and guidance so you 
should not expect this person to hplp with your personal problems. 

If you decide to follow this occupation you should reBeaber that every 
Jobj even in the same field. Is slightly different. 

Thifi^ls not a referral to a job openini,.so do not expect to be offered 

a j ob * ^ , 
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TITLE: CAREERS IN ART 

by Jan Paeth Woodstock School Portland, Oregon 

submitted by Sande Ferrell ^Glenhaven School Portland, Oregon 

To have Junior high students .invastlgate and summarize , 
In writing, the job descriptions of 6 or more art-related Jobs, 



* 3^4 class periods 

MATERIALS & FACILITIES NEEDED: 

CIS Needle-Sort, or 
CIS Terminal 

Dictionary of Occupational Titles - Art Careers on pp, 225-235 
Occupational Outlook Handbook 

MEtHODOLOGY: 

1* Uelng the resource materials listed and any others the student may locate, 
he/she prepareB summaries of occupational information for 6 or more jobs related 
to the> field of arc, : 

2, The teacher should supply the necessary Information regarding suiranary 
style and content, 

3. The teacher might request some of the following to be includedi 
a. qualities other than talent needed to pursue the occupations 
b* qualities other than interest needed to pursue the occupations 
c. compose their own job descriptions for several occupations . 
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TITLE: WARNING: THIS OCCUPATION MAY BE HAZARDOUS TO YOUR WEALTH 

by Dick Sagara Community Experience for Career Education Tigard, Oregon 

OBJECTIVE* small groups of junior or senior high school students to 

examine the costs of occupationaL preparation. The costs will be computed in 
terms of both time and mon^y. 



• From 2 days to slightly over a week. 

MATERIALS & FACILITIES NEEDED: cis User's Handbook ™ 

CIS Terminal an eKercise sheet could be constructed outlining the steps 
to the exercise and/or containing the questions Included in Step 9 of the ' 
mathodology. * . 

METHODOLOGY: 

1. Announce the activity before the first meeting by telling the students they 
should be considering several occupations that Interest them* 

2* Divide the class into small groups (3-4) and have each group agree on several 
occupations they would like to investigate, ^ ^ 

3. . Have the students obtain the appropriate preparation files (both the high 
school subjects file and the "PREP" files), for their occupations, 

4. Have each group narrow their selection of occupations to 2, NOTE; It might 
be interesting to have them select 2 occupations that vary greatly in amount 
and type of preparation needed for entry* 

5. Obtain the "PROG'' files for the 2 occupations If PROG files are listed in 
Lht2 PF^KP statemsnt. 

6. Have the groups find at least 3 schools that offer the courses needed to prepare 
for the occupations, NOTE^ If one of the occupations calls for little or no 
advanced schooling, the students may stop at this step. The students should- be 
discouraged from selecting 2 occupations that fit this category, 

7. Students should then investigate the costs of these schools through use of; 
the 'SCH file. Ha^^e them average the cost of schooling to enter the occupations, . 

8. Find the salaries of each pccupation, " ■ 

9. Use the following questions to look at eKpense, both time and money. 

a, l^That is the difference between the salaries fnr the two occupations? 
What are the respective costs in dollars to enter each occupation? 

c. Is there a relationship between the salaries for the occupations^ and the 
costs of preparing for the occupations? If so, why? If not, why not? 

d. How much time expense is involved? ^In other words, how long does it take 
to pr^epare for eadh pccupation? Is it worth the time expense to you? 

-e. Which occupation would you choose? Why? 

isa • 
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TjTLE: ECONOMICS AND YOUR LIFE STYLE 

by Marilyn Olson Lane lED Eugene, Oregon 

submitted by Dick Sagara (CE)^ Tigard, Oregon 

OBJECTIVEr Junior & senior high school students will examine some of 

Che things they expect to- consume and will determine how much money they will 
need to fulfill their plans. 



• Sufficient time to allow each student to use the CIS Needle-Sort 
(1-3 class periods). ■. 

MATERIALS & FACILITIES NEEDED: 

CIS Needle-Sort / - 

CIS User's Handbooks 

Worksheet (sample followa) ' 

METHODOLOGY- 

1. Thii exercise may be done individually or in' small groups. 

2. As an assignment prior to the lesson, have the students clip from the 
classified ads a place that they would like to live in after they leave 
home (house, apt., room). Have them determine the monthly payment or rent 
on such a place, , . 

:). Have the studenSs fill out question #2 on the attachment. It might be 
Lnderesclng for students to compare the costs per month that they. have in 
chLa section. 

4. Have the students list 10 things that they plan to buy to furnish their 
place of residence. Using ' catalogs ,; newspaper ads, etc., have them list a 
price for each object. 

5. Have them total the cost of the furnishings. Divide this by 12 to dete mine 
Che monthly payments (this assumes that you could pay. over the year).. 

6. Have the students add up the housing payment, food and clothing payment, and 
monthly furnishing payment. 

7. Keeping the sum in mind, have the students determine the minimum salary that 
they would need. Remind them that 20% to 30% of your salary may be deducted for 
taxes and other "benefits"'. 

8. With this information on the salary they would need, have the students 
answer Question #24. Have them list five jobs that remain on their, needles 
when they answer Question #2 4. . 

9. Class discussion may ensue. ■ 
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Name 



.N.E£DLE=^SORX/CAHKlL!i AWARENESS AND ''EXPLORATION : . ,. 

LIFE STYLE an d ECQNOMICS , ^ • ' 

1. Clip from the classified ads in a newspaper a place to live (houses apt., room) 
to fit your 'description of where you would like to live after you leave home. 



Monthly payment or rent $ 



2, After. you leave home do you plan to: 

marry - e at out once a week or more ($_ 

__^_havB children dress faahionably ($ 

own one or more? cars eat well ($ 



per TOO.) 



per mo*) 



per mo.) 



L \AHt 10 things .you will buy immedlaLely to furnish your home: Using catalogs or 
nt-WKp/ipur ads, nt n jiritju yoii would need to pay for the item. 



a:. 



$ 



f . 

h. 

i. 



$ 



(a) Total 

Grand rotat for furn:shin>^s ^ $ 
Divide the Grand TuLaL by J 2 $ 



Now add up your hous tag payment $ 
Pond and clothing; $ 
montlil.y paymy»ntH ori furnishing.^ " $ 



(b) Total \ 
in) + (b) 

(if you could pay over I year) 



5* fiased on information given above, what would you suggest would be a minimum 
Briltiry yuu would .need per month? (Remember that 20% to 30% of the salary may 
be deducted for taxes or other *bene f its * ,,) 

T wouid need a minimum salary of $ 



^hIow answur question 2^* in the User ' s Handbook, and list S jobs remaining on your 
needle that yuu would like to do, ^ 
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CAREER CLUSTERS 

Business 
Industrial Arts 
Health 
Child Cart 
Food So rvl CUB 
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TITLE; Exploring Business Caraera 

by Maggie Burton CIS Eugene, Oregon 

and Sue Berg North Eugene High School Eugene, Oregon 

OBJiCTIVEi For high schoQl students who have chosen a business 
career cluster for study. Students recognize the different types of jobs 
within ekch career cluster and the characteristics of job groups within 
a cluster. 

-^1 ME:-- each student to use the CIS Needle-Sort^ or^^ . 

the computer terminal. 

MATERIALS & FACILITIES NEEDED: 

A copy of the attached worksheet for each student 
CIS Terminal or Needle^Sort ' ^ 

CIS User's Handbooks for each student * 
Additional occupational informatipn such as the Occupational 
^gyj_^QP^^^^gk^andbQQk and the Dictionary of OccupationBl Titles 

K Give students each a copy of the accompanying worksheet and explain 
the general division of jobs within the business cluster (adniinlstrative; 
bookkeeping/accounting, and clerical). For the instructor's information, 
the occupations related to these groupings in CIS are as. follows: 
Administrative Occupations occupation numbers 1100-1199- 
Bookkeeping/Accounting Occupations ^ occupation numbers 1600-1699; 
and Clerical Occupations - occupation numbers 1400-149.9/ 

2. Have students select one occupation that interests them in each of the 
three grqups and research the answers to the Items listed to the left side 
of the page. CIS Inl^ormation is the major resource for completing the 
aNslgnment, Addlcional resources may be made available. 

J. . Tf the VISIT file is available or the Instructor can suggest' people to 
visit for an interview about a specific jobs students may be asked to complete 

Interview and attach their notus in response to the last item listed on 
the worksheet. Otherwise, this step may be skipped, 

4. After students complete their worksheets the class may discuss their 
research. " ' ' ' , ' i 
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Career Gluiter 



.Ijifo.matioiiJfi.edEd. 



Abilities required?/ 

Parsonality traits required? 

AEDunt of Education required? 

Cost of Education riquired? 

_ High School /courses neaded|- 

^ iChere m I get trainin| or 
iducatlon? 

•Ahara w^ould r work? 

Kages or salary (hour, week, 
lonEh or year)? 

i 

^Hoarrx f ■ work^^^ fdayv ■ week, " m 
Vacaclon (daySj weeks per ye&r)? 
^Job Sicurity? 

Rstiraniant? _ , ' . 

Frinffi Banefits? 

J. 

Lifestyle assdciated with job! 
Union or 
Outlook? 

"Opportunity for Mvanceinent? 

Advantages of job? 

•Disadvantagas of Job? 

Interviaw of a person now working 
, at this job , . . 
.(optional) 



cense? 



ERLC 



scrative 



■Bookkeepini'/ Accounting- 



Chrtcal' 



m 




Career informstion ^stem No. 57 



TITLE: TOOLS USED WITHIN SHOP CAREERS 

by John Harris , Blnnsmead School Portland, Oregon 

submitted by Cathy Williams Madison High School P.ortland, Oregon 

OBJECTIVE^ ^° "^i^s 7 and 8th grade students eware.of careers through 
the use of tools , found In the shop, 



TI AAErr^ 2-3 class periods 



AAATERIALS & FACILITIES NiEDED: 

CIS Terminal and/or CIS Needle-Sort 
Dictionary of Occupational Titles 
Tools present in a shop 

METHODOLOGY: ' 

1, Student^s make a list of 5 ^a^reers_whlch use toolB, 

2, For eacfr career mentioned, they are asked to llet 3 tools used in it. 

3, Students ara then asked to research 2 of their career choices and include 
a job description and some training information. 
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Career Information System ' No. ss / 



^ - ' ■ 7 . 

TITLE: HOSPITAL CONNECTION ^ 
by June Conway Lincoln/Wilson / 

^ ' High Schools Portland, Oregon, 

by Alice Brown' Wilson High School Portland., Oregon 

OBJECTIVE* For junior or^senior high school istudents to gain information 
about health occupations. Specifically students will obtain detailed informa- 
tion about one health occupation that interests them, 

i 

I lAAEr " Approxiniately 1 week^' ^ ^ 

« i 

MATERIALS 81 FACILITIES NEEDED: 

CIS User's Handbooks^ 
CIS Terminal ^ , . y « 

Occupational Outlook Hindbook ' „ 

Hospttal Interview QuestionMaire (sample follows) 
Career Center (If available) ' 

METHODOLOGY: 

U Students organize a field trip to explore careers' (probably in groups of 
J or 4 - whatever the institution will allow)* ' / 

2 . Each student selects *one area of interest and requestis an, interview wi^h ' 
an employee wcrklng in this job, using the Hospitar InteWiew Questionnaire as 
a guide (see sample on following page). . . / 

3. In addition to the interview, student uses the Career Information System 
for printouts of occupation information, preparationj /and schools; also 
references- in career center or school library. / 

^ . . . \ ■ " / 
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...... -.-Health Occupatiqns - -- ---- 

HOSPITAL INTERVIEW QUESTIONNAIRE 
JOB TITLED 

DUTIES AHD RESPONSIBILITIES: 



HOURS ANDj SALARY RANGED ' , 

PERSONAL I W OR CHARi\CTER REQUIREMENT 

niMMiKTUNITlES FOR ADVANCEMENT- 

ADVANTAGES (e.g., direct contact with people) I 

DISADVANTAGES (e.g., too much standing, hours, etc,)^ 

/ 

MOST SAT LS FY TNG OR EXCTTING EXPERIttNCE OF THE JOB- 
.RIsLATKI) JOB OFPORTUN f T T ES : 

KDUCATIONAI. HKfiil I REMENTS : (Lnclucie College Course of Study) 



MY IMPRESSION OF THE JOB; 
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TITLE^ Careers as Health Techniciaiis/Technologlats 

by Jan Goddard Marysvilla School Portland, Oregon 

submitted by Cathy Williams Madison High School Portland, Oregon 

OBJECTIVE^ Students identify specific entrv-level skills required of a 
variety of health technicians and technologists by using both assisted and 
independent study. 



TIME: 



1 we^k 



ATERIALS & FAaUTIES NEEDIDi 

CIS Occupational Information Printouts; CIS Program of Study Information Printouts; 
CIS User's Handbooks; Occupational Outlook Handbooks; telephone books (yellow 
pages); school catalogs. 

Speakersi teachers from local colleges, doctors, hoalch technicians/technologists 

METHODOLOGY- 

1. Students obtain description of Health Technicians/Technologists and Laboratory 
Testers (see DESC 2654 and DESC 2656 in CIS Occupational Information prlntoutB). 

2. Using the information about these occupations , anudenta list five that 
incereat them (e.g., EEC technician, respiratory therapist, medical technologist). 

3. Scudents obiain a list of all schools in the local area with related 
vocational training programs (see PROG 383, PROG 385, and PROG 387 in CIS Prograni 
of Study printout) . 

4. Using research and Interview techniques <in person or by telephone), students 
Chen locate 10 potential employers for the occupations they have identified as 
Interesting to nhem, 

5. (Optional) Speakers may be Invited to the class tu speak about the occupations. 
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Ti 1 LE: CHILD CARE SERVICES 

by Batty Beadle Lent/Whitman Schools Portland, Orsgon 

submdtted by Cathy Williams Madison High School Portland^ Oregon 

mJ^\m '^nw g^: For junior and senior high home economics studants to develop 
aptitude., interest^ and skill in operating a day care canter. 



^E' 2 weeks 

'ERIALS & FACtUTliS NEEDEDr 

CIS Terminal 
CIS User's Handbooks 

CIS Oticupationai Information Printouts 

ETHODOLOGY: 

1. Have students list the types of activities they feel staff members in a 
child care center would be required to perform* 

2. Have each student fill out QUEST. 

3. Have students check their list against the CIS occupational information 
file. 

Have a resource person - certified day care center personnel - discuss 
qualifications and education needed for this type of occupation* 

5, Have students compare the CIS information with the cotmnents of the re-- 
source person* 

6, Students would visit kindergarten classes for observation purposes. 

7, They would work In twos or threes for a week as a teacher aide to check 
on their observations* 

8, Day care center students would be brought to the home economics lab for 
a meal and play period. 

9, Students would keep' a chart on the emotional, physical, mental and social 
needs of the children, 

10 Through a class discussion, the students will compare their findings and 
list the types of courses they feel might be of. value for child care workers* 

11. The class will then check with the CIS program information file to see 
how accurate they were In the course of study. 

12, Students will list three schools that offer child care training. 
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[TLE: 



COmERCIAL KITCHENS 
by Janay Tinker 



Kelly School 



Portland, Orego 



OBJECTIVE' To make home economics student aware of 

thm many types of employment available in the Food Service Cluster. 



"IME: 



Approximately 1 week 



ATERIALS & FACiLlTliS NEEDED: 

CIS Tarmlnal 

CIS Occupational Information Printouts 
CIS User's Handbooks 

MITHODOLOGY: COutline succinctly methods to be utilized ±u 

exarclse. State time needs, limitations, expected rasults, and all steps 
necessary to perform the exercise,) . ~ 

1. Teacher should arrange a field trip to a kitchen, and obtain a list of 
jobs completed in that kitchen. 

2. Class discussion on variety of jobs one might find, the training neces- 
sary, working cDuditions expected^ and the questions one might ask, 

3. Research those jobs discussed in the class^ session by using the CIS 
Occupational Information printouts or the terminal. 

4. Research the various training programs by using the CIS program file. 

5. Have students through observation, questioning, and inte^rviewlng on the 
field trip gather information. Identify, compare roles and describe condi- 
tions in which home kitchens compara and contrast to quantity food preparati 

6. Students will also check their research findings through the personal 
contact with people in the^Food Service Cluster during the field trip. 

Note to Teacher I If the CIS terminal is used in step #3, some 
prior Instruction on its use will be necessary. 
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APPENDIX A — 1 




Camer itifGrmmtion Sfstam 



1 



OiJiCTIVSi 



'IMi: 



•ERIALS & FAaLITIES NEEDED: 



iTHODOLOGY: 
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APPENDIX A - 2 




C&teer information Sfst&m 



Ho. 



TITLE: 



OiJiCTiVEj 



TIME: 

MATERIALS & FACILITIES NEEDED: 
MITHODOLOGY: 
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Career Infmmmtmn System No, 



TITLE- 



OiJECTIVE: 

TIME: 

MATEmALS & FACIUTIES NEEDED: 



METHODOLOGY- 
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pimposE 



This AGREEHENT is entered into this 
by and between the 



day of 



h^rainaftar referred to as "AGENCY," and the STATE OF OREGON, acting by and 
through the STATE BOARD OF HIGHER EDUCATION on behalf of the University of 
Oregon and the Career Inforniatlon System, hereinafter referred to as "Career 
Znformation System, " 

The parties agree to operate the Systei^ during the period 



— — — - - Career Informfltlon System agrees to provide materlale 

and acceaa to the systeiri and to assist AGENCY with planning, In-servlce training 
and other activities required for successful operation of Career Information 
System, 



AGENCY agrees not to use computer programs, information files or materials 
obtained or developed for the purpose of implementing Career Information 
System, except under terms of this or subsequent agreements* 



II, NUMBER OF USERS 



AGENCY will provide Career Information System for the sole use of staff 



1, 



and clientele of 



In addition, AGENCY may operate the System for brief periods of time for the' 
purpose of demonstrating Its napabilitles to other Individuals, 

2. All usage shall he conslstenc with the terms of ^'Standards for Use of the 
Career Information System," which is attached and made part of . this agreement, 

3. The parties eotlmate that . 

the Career Information System Informtion files and proF- 
rams during the life of this agreement* ' / 

4. Other use may be authotlzed with the approval of Career Information 
System and appropriate revision in number of users and fees* 
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UK CONSORTIUM JffilffiERSHIP 



1. Membership In the Oregon CIS Consortium is automatically extended to secon- 
dary schools and conununity colleges whose Service Fee covers two-thirds of their 
enrollment. Membership indicates that the agency/school is providing its fair 
share of the CIS operating budget. 

2* Other TTiembershlp will be determined individually by the CIS Board, 

3, Men±>ership in the Orep,on CIS Consortium provides the opportunity to norni^ 
nate people for vacant CIS Board positions. 

IV. SERVICI3 FEES 

1. AGENCY agrees to commit a total ot $^ to the Career In for-- 

matiun System for the Service Fee. The rate for Consortium members is $1.38 
for the first 3,200 estimated users and $.56 each thereafter, ^e user base 
for secondary schopls is two^thlrds bf the 7th through 12th grade Net Enroll-- 
ment as of June 30s 1975. For this agreement ^ the following user basea are 
applicable- 

estimated users 



Total : 



For subscribers who are not Consortium members , the Service Fee is $1.45 for 
the first 3^200 and $*70 per estlmaced user thereafter. The minimum Service 
Fee is 5135. 

2, These. rates are consistent with the 1976-77 pricing policy which has been 
established by the Career Information System Board* 



V. DELIVERY SYSTEM COSTS 

1. AGENCY recognlEfes that the costs of the delivery system (computerised and/ 
or needle-'sort systems) are not included in the above CIS Service Fee, ' 

2. The followlni delivery systems are to be Included in this agreaMnt in 
addition to the above Service Feei 

Needle-'Sort System_s at the annual rental of $60. 

nubscrlptlons toi 

Occupational In formation printouts at ____ ^_ each* 

Programs of Study ami Training printouts at each; 

School In format Ion printouts at _ each; 

^ complete aet(s) of the printouts at ■ per set. 
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VI. TOTAL COSTS 



1, The total cost of this agreement Isi 

Service Fee: 



Delivery Systems: 
Total: 



2. AGENCY will make payment on invoice Issued 



3, AGENCY agrees that no charges will be nade to Individual students, staff 
or counselors for the use of the System, 



VII. AGENCY COORDINATOR 

The parties agree that ________________ will serve as agency 

coordinator for this agreement, ^e Coordinator wllli 

(a) distribute materials to local User sites; ^ 

(b) see that a local coordinator is designated for each slta where the 
System is used and provide Career Information System a list of the 
naces, addresses p and telephone numbers of the local eoordlnators; 

(c) jointly plan in-service training and other activities with the 
Career Information System staff; 

(d) promote the implementation of the System tnto ongoing counseling and 
guidance activities. 



VIII, INFORMATION DEVELOPMINT AND MINTENANCE 

The Career Information System will make available and contlnuouely update the 
following files and programs* 

Description (DESC) file localized^ to the following areai ■ 

I Bibliography CBIB) file| Preparation (PREP), file; Explorer 
Posts and Junior Achievement (CLUBS) flle| Educational and training prog- 
ram (PROG) file I postsecnndary school (SCH) file; 

QUEST program (computerised and/or needle^sort) ; 

A VISIT file may be Initiated by AGENCY, with the aeslstance and procedures 
eatabllahed by CIS. 
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fX, IN-SERVICE TRAINING 



Tha parties wllj cooperatively plan in-service training for all local coordi- 
nators. Local usage will not be authorized by elcher party until the local 
coordinator has attended in-service training. 

The Caraer Information /System will be available as a resource for further 
training at each institution using the System upon request by the Agency Coor- 
dlnator. [ 



Vlolatiori of the above terms and conditions shall constitute a breach of this 
agraement. Upon such breach of agreement and after a thorough review of the 
breach by both parties, either party may terminate this agreement upon ten (10) 
days' written notlcft to the other* 

Upon expiration or termlnntlon of this agreement, AGENCY agrees to return to 
the Career Information System any unused copies of the user handbooks, infor- 
mation files and other materials obtained or developed for the purpose of Im*- 
plamenting the occupationiil information system. 



TERMNATION 



XI. 



SIGNATURES 



FOR AGENCY I 



FOR CAREER "INFORMATION SYSTEMi 



Financial Administrator 



Date 



Bruce HcKinlay, Director 



Data 



Agency Coordinator 



Date 



J. Richard Pizzo 



Date 



STATE OF OREGON ACTir BY AND 
THROUGH THE STATE BOA OF HIGHER 
EDUCATION ON BEHALF OF THE UNIVER- 
SITY OF OREGON 



By. 



W, N. McLaughlin > Contracting 
Officer^ Director of Business 
Affairs s Univeralty of Oregon 



FOR UNIVERSITY OF OREGON 



D. C. Howard^ Research Financial 
Administrator 
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STANDARDS FOR USE OF THE 
CAREER INFORilATION SYSTEM 



The Career Information System (CIS) has the responsibility 
for providing practical means of direct access to current labor 
market and educational information in forms which are meaningful 
to individual students and clients and for encoutaging integracion 
of such information into schools and social agencies* Two of the 
methods available through CIS are the computerized version and 
the manual Occupational Needle-Sdrt System* ' 

Both systems are good tools, but, like most tools they are 
designed to do a particular kind of job. This set of '-Standards" 
is intended to help user schools and agencies use the System 
appropriately and to plan uses that will complement their other 
activities* 

The purpose of the Career Information System^ as the name 
implies, is to make occupational and educational information more 
accessible for career exploration/ To achieve this end, the CIS; 

—utilizes delivery systems that can be operated by 
inexperienced students and other individuals. Anyone 
who can follow a aimple set of Instructions can operate 
the system* 

— updates Information immediately as new or revised data 
become available. 

"-provides in-service, training to coordinators in sponsoring 
agencies* 

-^es tablishca a statewide cooperative to reduce costs 
and insure quality Information to individual schools 
and agencies. 
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Office ef the Dirtctsr 
2^7 Htndficki Hall 
UnivfTiity of Orcf en 
Eugene, OfegoR iMOJ 
(503) 686-3S72 



The delivery system cons\ste of several semi^ihdependent 
components, so they have a ce^ain built-in flexibility to adapt 
to different user needs and different institutional resources. 
The basic components are i ' . 

QUEST i Helps users identify occupations to 
eK^lore and helps thein locate appropriate types 
of Information about occupations. (Computer and 
needle^sort versions available. ) 



DESCRIPTION* Brief, aOO^word summaries about each 
of the occupations ;ln the System dovering 95 percent 
of Che area's employtniint and some not found locally 
(telet3rpe and pre-prlnted printouts are available). 

PREPARATION I Describes ways to prepare for occupations 

. PROOFS OF EDUCATION ' AND TRAINING' Describes all , 

types of . educational "programs and lists programs in 
5' all types of post-secondary educational" institutions 
(telet3rpe and pre-printed printouts are available). ■ 

y . ■■■■ . . " 

SCHOOLS t Present .comparable data about services and. ' 
costs of two-^ and- four-yGar and proprietary post-- 
r.secujndary educaL i onn I Lnstl tut inns (teletype and » 
pru--prin ttid prl ntoiil m. nrc avatluble). - ' 

CLUBS- Lists career. ICxplorer posts and Junior 
Achievement arganizatlons. - 

VISITS Gives the names of people for personal 
discussion about their occupation^ (available only - 
in areas with local sponsors) ^ 

The System has been systematically tested in schools j social 
agencies and shopping centers and Is now in widespread use in 
educational institutions.' (Copies of the individual evaluation 
reports are available on request.) 
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Among other things, these tests and operating eKperiences 
indicate certain rules for effectiva use of the System. 



Rules for System Use ^ - 

1* The fallowing table Indicates ways in which Systam 
components can^be used to meet particular needs, Proapectlve 
user Inatitutlona should analyse their needs to determine 
which purposes they want the SystSm to serve* 



USES OF .CIS COMPONENTS 



Othier Optional 
Principal Required Additional 

TYPE OF USE Component Components Components 



1 

1) , Identification QUEST DESCRIPTIONS VISITS 

of Occupations > , BIBLIOGRAPHY CLUBS 

for Exploration PREPARATION 



2) Introduction DESCRIP- BIBLIOGRAPHY VISITS 

to Occupations : TIONS PREPARATION CLUBS 



3) Introduction to PROGMM . SCHOOLS VISITS 

Educational ^ PREPAMTION . = CLUBS 

Training DESCRIPTIONS BIBLIOGRAPHY 
Opportunltea 



4) Counseloi ' s BIBLIOGRAPHY , DESCRIPTIONS 

Reference to ; , ^ PROGMMS 

Selected Career ^ SCHOOLS 
I4ate rials 



5) Post-Secondary^ SCHOOLS PROGRAMS 
Schools Informa- 
tion 
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The raquiremehcs listed in the preceding' table are based on 
■eKperience which has showns for instance^ that the QUEST questionnaire 
and list of occupational titles.^shoikld not be used by itself. The 
questionnaire contains several pertinent occupation selection criteria, 
but other InformHtlonp for Instance job opportunities and licensing 
requirements, is essential to a sound occupational choice* Users 
must have access to and be encouraged to use some additional matfrial^* 
. descriptions s books , visit s, etc* — to get information about the 
occupations they want to explore. Any institution using the QUEST 
part of the System must plan to utilize at least the DESCRIPTIONS, 
BIBLIOGIAPHY, and PREPARATION statements. 

2* Batch procepslng of the QUEST questionnaire p whereby students 
receive only a printout of their QUEST list without an opportunity 
to make CHANGE , inquire WHY NOT^ and Immediately , retrieve descriptive 
information about the occjipationSi ^ is not authorized. A school or 
agency that desires to use this process should obtain, prior authorization 
from the CIS Director of User Serlvces* . , 

3. Institutions should incorporate the System into ongoing 
courses and counseling practice, wherever appropriate and feasible. 

It is advantageous^ though not requiredi that they also 
make the System available for independent, student/client use* Experience 
has proven, that the System receives effective use when it is. open 
to independent client/student usage ^ but its resources should also 
be integratad into ongoing instructional and couseling programs. A 
CIS publication, , Keeping It GQing_^^ a handbook for Implementing The 
Career Information System ^ is available to aid in this "process. , 

4. In-service training of .staff is a prerequisite to use of the 
System* Effective use of the System requires an understanding ofi 
System components,' sourcfis and use of information^ mechanics of 
System use j' and dlscusslim of System applications within the particular 
setting* Staff who will use or be responsible for the use of the 
System In individual schools and agency offices must attend a training 
program which has been approved by th^ CIS. 

5. Each user institution should designate one'^person as the 
coordinator for the institution . ,^Thls will provide a contact point 
for communication between^ the institution and the CIS staff. 

6. Currant locals regional , and national occupational and 
educational information is at the heart of the System. Providing 
Inaccurate or outdated inforiiui tlon Is a serious misuse of the System 
and 'a disservice to people. User schools and agencies must support 
research cos^ts of CIS, which operates the informtion maintenance 
program for the System, (Design of/the System was financed by 
various grants, so ^ user agencies are not charged for any of the 
Initial development costs. However, operating costs must be borne 
by user institutions, ) These costs will Includei 
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For the Computerized Career 
Infofmatlon System 



For the Occupational Needle^Sort 
System 



- CIS Services 



III. 



IV. 



appropriate printed 
materials (user's 
handbooks, Implemeatatlon 
hdndbook, etc.) 

share of updating costs 
(continuous information 
maintenance and system 
modifications) 

agency staff training 
and program evaluation 



I. appropriate printed 
materials' (user's 
handbooks,' Implementation 
handbook, etc.) 

II. share of updating costs 
(continuous information 
maintenance and system 
modifications) 

III, agency staff training 
and program evaluation 



- Delivery Devices ^ 



..operating costs (computer 
terminal rental or purchase, 
computer time charge) ^ 
inscallation 

telephone and connection 



IV* rental of needle^sort cards , 
box, and needle; DESC^ PROG, 
and SCHOOLS printouts 



7. CIS materials are copyrighted and remain the property of the 
Oregon Career Information System. They may not be duplicated by 
user agencies without the written approval of the CIS Erector/ 

8. U^er agencies must prdvide adequate delivery devices to - 
serve , their clientele. Experience indicated that one terminal per 
1200 users and one needle=sort per 200 users are optimum* 

9. Both computerized and needle-sort systems are still being 
modified, and new applications may^be. tested, ^Ixperlmentation is ' 
encouraged, provided it 'is conducted with evaluation and with approval 
by CIS staff. However, the above requirements have proven to be 
essential, and any institution using the systems must observe these 
requirementn unless other arrfmgements are, made in advance* Unauthorised 
depnrcure from these standards will be viewed as a breach of the ' 
agreement and will result in lermination of System availability. ^ 



Reviaed 

Adopted by CIS Board 11/15/71 
Revised and Adopted 8/73 
Revised 9/75 

Revised 7/76 : / / 

CAREER INFORMATION SYSTEM 
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APPENDIX D 

«4 . 

LOCALIZED INFORMATION 




- ' The above map represents the state of Oregon divided 
into nine gtographic areas , designed to effect and economize 
the taak of localizing labor market Information by the Career 
Xnfonnatdon System. The basic plan was' developed through -the 
cooperative efforts of Mike Shadbolt, former CIS Information ^ 
Development Manager , and the tiregon State Employment Division 
Manpower Economists, Together, they reached consensus about 
grouping specific counties to facilitate . CIS ' s labor market 
research activities without markedly reducing overall quality 
of the CIS occupational descriptions,^ 

.... ^ 

The boundaries of these areas take into account the 14 
Administrative Districts as defined by the Governor's office 
and the State Economic Areas defined by the Census Bureau, 
They are based upon distinct geographic and economic factors, 

V Dl . . ■ 
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i47 M^'drlski Hill 
SUCta*, Ofeg on 97403 



Carmer fnfbrmmtion System 



NUMERICAL LIST OF OCCUPATIONS 
' COORDINATOR'S HANDBOOK 



--Effective to July 



The user may obtain this 11st of CIS occupations in either the compyter or the 
needle-sort deiiyery system, . 

Using the computer, type DESC and the first two digits of the code 
number of the occupational group that interests you (e.g., administrative 
. occupations-^-DESC 11), then hit the return key. You will obtain a 
numerical list of all of the occupations in that oGCupationall group, 

— Using the needle-sort system, look in the occupational description printout 
for the colored pages at the beginning of each occupational group for the 
appropriate numerical list. 



n ADMINISTRATIVE OCCUPATIONS 

(General Administrative) 

1132 Hotel and Motel Managers ^ . 

1134 Health Service Administrators 

1136 Education Administrators 

1138 Public Administrators 

1142 Small Business Operators 

1144 Business Executives * 

1146 Business Managers 

1152 Construction Superintendents 

1154 Production Superintendents^, ^ 

1162 Sales and Service hfanagers 

1172 Military Officers 
11722; Naval Officers 

(Administrative Staff) 

1184 Buyers and Purchasing Agents 

1186 Personnel Officers 

1195 Public Relations Workers 



14 CLERICAL OCCUPATIONS 
(General Clerical) . 

1411 Office iManagirs 

1412 Secretaflis 
1414' Stenographers 

1415 Shorthand Reporttrs 

1416 Clerk Typists 

1418 General Office Clerks 
1422 Teacher Aides 
1424 Travel Agents 
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(Reception) 

1452 Receptionists 
14S4 TelephDne & Telegraph Operators 
- 1456 Messengers 

Jl- jOQKKEEPI NG-^ACCOUNTING OCCS ; 

(General Accounting) 

1614 Accountants and' Audi tors 
1616 Bookkeepers 

(Credit and Collection) 

1634 Appraisers and Underwriters 

1636 Loon Officers 

1642 Cashiers and Bank Tellers 

T646 Railroad Clerks 

(Data Processing) 

1684 PrograTMiers I Systems Analysts 
1 686 Computer Operators . 
1688 Keypunch Operators 

(Other Office Machine Operators) 

1692 Offjce Machine Operators 

^21 SOC IAL RESEARCH & PlfANNING^ OCCS^ 

2144 Social Scientists 
21442 Sociologists 
21444 Economists 
?174 Freelance Writers 
2176 Writers and .Editors 



El 



23 ENGINEERING & DESIGN OCCUPATIONS 



31 MECH, OCCS. CCont J 



(planning) 

2314 Land Use Planners 
' 2316 Architects 
2318 Ecologists 

(Math) 

2332 Mathematicians & Statisticians 
(Engineeringj 

2354 Engineers = 

2355 Engineering Technicians 

(Drafting) ■ . 

2364 Draftsmen 

2366 Interior Designers, & Decorators 

26 LA30RAT0RV OCCUPATIONS 

2624 Physical Scientists ; 

2626 Earth Scientists 

2628 So\] Scientists 

2644 OpLiclnns 

,2654 .Health Technicians/Technologists 

2655 Dental Laboratory Technicians 

2656 Labbratory Testers 

2672 Quail ty Control Inspectors 

2674 Sanitarians 

' 31_jlEAHANICS OCCUPATIONS 

■ (Mobile Equipment) 

3112 Automobile Mechanics 

3114 Truck & Heavy Equip, Mechanics . 

3116' Aircraft Mechanics 

3118 Small Engine Repairers 

3124 Service Station Attendants 

3126 Oilers 

(Heavy Machinery) 

3142 Millwrights 

3145 Ijeat & Cooling System Mechanics 

(Smal 1 Machinery) 

3164 Office Machine Repairers 

3166 Telephone Instal lors-Repai rers 

3168 Radio and TV Repairers, 

3169 AppHance Repairers 



ERIC 



(Instruments) 

3184 Jewelers 

3186 Instrument Repairers 

34 BUILDING M AINTENANCE OCCS. 

('Commercial Building) 
3422 Building Maintenance Workers 
/ (Cleaning) 

3454 Room Cleaners 

3455 Janitors 

3456 Domestic Service Workers 

41 AGRICULTURAL & FWEStRY OCCS. 



(Forestry) 
41 24 Foresters 

4126 Fish and Wlldl ife . Special ists 
4120 Forestry Technicians 

(Horticulture) 

4144 Groundskeepers and Gardeners 

4145 Floral Designers 

(Commercial Agriculture) 

4164 Farmers and Farm Managers 

4,166 Farm Workers 

4168 Seasonal Farm Laborers 



42 CONSTRUCTION O CCUPATIONS 
4242 Painters 

4244 Plasterers S Drywall Installers 

4246 Cement Masons 

4254 'Carpenters 

42,64 Bricklayers 

4274 Plumbers 

4276 Floor Layers 

4278 Roofers 

4286 ; Construction Laborers 
^4288 Railroad Laborers 
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43 IFOOD PROCESSING OCCUPATIONS 

4324 Bakers 

4326 Meat: Cutters 

4328 Commercial Fishermen ■ " ^ 

4348 Cannery Workers 



44 TEXtli-E AND APPAREL OCCU PATIONS 

, {TextiTe Manufacturing) 

4424 Textile Machine -Operators 

(Apparel Manufacturing) 

4442 Clothes Designers-Patternmakers 
4446 Seamstresses and Tailors 
4448J Sewing Machine Operators 

(Laundry) s 

4464 Laundry & Dry Cleaning Workers 

^ (Other) 

4494 Upholsterers . 
4'496 Shoe Repai rerS 

45 TIMBER PRODUCTS OCCUPATIONS 

4514 Fallers and Buckers 
4516 Chokersetters ' 

(Sawmill and/ Plywood) 

' 4522 Sawmill Log Handling Occs. 
' 4524 Plywood Log and Block Handlers: 
:v'4526 Veneer Production Occupations- 
' 4528 Planer MilT Occupations 
4532 Sawmil 1. Sawing Occupations 
4534 Sawmill Drying Occupations 
4536 Sawmill Greenchainmen • 
4538. Lumber Graders and Inspectors 
4542 ^ Sawmill Waste Recovery Occs. 
4544 Veneer Drying Occupations 
4546 Veneer Salvage & Upgrading Occs,^ 
4648 Plywood Lay-Up Occupations 
4552 Plywood Finishing Occupations 
4554 . Plywood Laborers " 
4556" Woodworking Machine Operators 
4559 Savmiill Laborers 
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45 TIMBER PR OP/ O CCS. (Contj " 

(Pulp and Paper) 
4574 Pulp and Paper Wurkers 

(Furniture) ' . 

4586 Cabinetmakers 



4 7 GR APHIC ARTS OCCUPATIONS 



4724 Cormercial ^Artists & Designers 

4734 Photographers 

4766 Printing Production Occupations 

54 METALWORKING OCCUPATIONS . 
(Refining and Casting) 

5421 Metal Refining Occupations 

5422 Metalworking Patternmakers 
5424 Molders 

5426 Foundry Workers 

(Machining) ^ 

5462 Tool and Die Makers 

5464 Machinists 

5468 Saw Filers and Tool Sharpeners^ 

5472 Machine Tool Operators 

(Metal Joining and Fabricating) 

5482 Welders 

5483 Structural Metal & Boiler Makers V 

5484 Sheet Metal Workers 

5486 Body and Fender Repairers 

5488 Blacksmith & Forge Shop Workers 



56 ELECTRICITY^& ELECTRONICS OCCS. 

(Electricity^ 
5624 Linemen 

5626 Electricians & Elect. Repairers 

(Electronics, Technical ) 
5664 ^ Broadcast Technicians 
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56 ELEC. & ELEC. OCCS. (Cont J 



74 SALES OCCUPATIONS 



(Electronics, Manufacturing) 
5686 Electronics Assemblers 

59 OT HER. PRODUCTION OCCUPATIONS 

5914 |etroleum Processing Occs. 

5918 Rubber & Chemical Process Occs, 

5924 Rubber & Plastics Fabricators 

5925 Production Painters & Finishers 
5944 Boiler Operators 

S94fi Sewage Plant Operators 
5965 Production Assemblers 
5982 Handcrafters 



61 TRAN SPO ITATI ON OCCUPAT IONS 

(Managerial and Technical ) 

6126 Air Traffic Controllers 
6128 Railroad Conductors 

(Transportation Equipment Operators) 



6142 Bus and Taxi Drivers 

6144 Truck Drivers 

6152 Bulldozer Operators 

6154 Operating Engineers 

6156 Yarding and Loading 

6158 Forklift Operators 



7414 Commercial Salespeople 

7415 Securities Salespeople 

7416 Insurance Salespeople 

7417 Real Estate Salespeople 

7418 Automobile Salespeople 

7422 Business Services Salespeople 

7434 Route Salespeople 

7454 Salespersons 

7484 Sales Clerks 



78 FOOD -SERVICE OCCUPATIONS 

(Cooking) 

7824 Chefs and Dinner Cooks 
7826 Fry Cooks 

(Serving) 

7852 Bartenders 

7854 Waiters and Waitresses. 

7856. Flight Attendants 



(Clean-up) 

7884 Kitchen Helpers 
7888 Bus Boys \ 



ations 81 HEALTH SERVICE OfiCUPATIONS 



(Other) \ 

6172 Railroad Engineers^ 

6174 Railroad Brakemen and Switchmen 

6184 Ship Officers and Engineers 

6188 Pilots and Flight Engineers 



71 STOCK CONTROL OCCUP ATIONS 

7112 Car Loaders 

7114 Warehousemen 

7116 Shipping and Receiving Clerks 

7118 Stock Clerks 

N^122 Mail^.Carriers 

7>E^ Newspaper Carriers 
7126\Packers and Wrappers . 

7134 Bnpcery Baggers 

7164 Lib>arians 

7166. Library^Asslstants.- ■ ' 



(Administrative, Diagnosis) 

811 2^ Physicians 

8113 Dentists 

8114 Veterinarians 

811 5 Optometrists 

8116 Dietitians 

811 7 Physician's Assistants 

(treatment) 

8122 Chiropractors 

8124 Pharmacists 

8126 Health Therapists \ ' 

8128 Speech Pathologlsts/Audiologists 

(Nursing) . 

8162 Registered Nurses 

8164 l-'^^Lunsed Practical Nurses 

8166 Nurse Aides and Orderlies' 
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81 HEALTH SERVICE OCCS, (Cont.) 



8168 Emergency Medical Technicians 

8174 Dental Hygienists 

8176 Dental Assistants 

8182 Morticians 

8184 Barbers 

.8186 Cosmetologists 



84 SOCIAL SERVICE OCCUPATIONS' 



(Guidance) 

8414 Counselors 

8416 Caseworkers 

8418 Psychologists 

8424 Social Service Spacialists 

8428 Social Service Aides 

8432 Lawyers 

8433 Legal Assistants 
8436 Clergy 

. (Education)" 

8454 University and College Teachers .. 

} 8456 Elementary" and Secondary Teachers 

8458 Education Program Specialists 

8459 Child Care Workers 

(Recreation) 

8482 Recreation Program Directors ^ 
8486 Recreation Leaders 
8488 Recreation Aides 



^PROJECTIVE SE RVICE OCCUPATT^QNS 

' 9414 Law Enforcement Of fleers 
9426^ Firefighters 
9436 Military Enlisted Personnel 
94364 Navy Enlisted Personnel 
9476 Security Guards 



98 ART AND ENTERTAINMENT OCCS, 

9824 Radio and Television Announcers 

9842^ Models 

9866 Performing Artists ' 

9868 Professional Athletes 




(Other) 



